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Arts & Disability Forum 
Recruitment pack for the Post of 


Arts Development Officer

Completed application forms and monitoring forms (submitted by post or email) must be returned no later than 12 noon on Monday 20 February 2017.

It is your responsibility to confirm that your application has arrived/been received on time. If posting, or hand-delivering your application, please mark your envelope ‘CONFIDENTIAL’ and return to:

Recruitment

Arts & Disability Forum

Cathedral Quarter Managed Workspaces

109-113 Royal Avenue

Belfast  BT1 1FF

Completed application forms can also be emailed to roger@adf.ie. Please put ‘Arts Development Officer’ Application’ in the subject line of your email and ensure that it has been received.
Introduction
The Arts & Disability Forum (ADF) is a disabled-led development charity working towards cultural equity for disabled/deaf people. It is a catalyst for the empowerment of disabled/deaf people in the arts. Working across the whole spectrum of disability, ADF is:
· The artistic lead for Arts & Disability in Northern Ireland, with strong partnerships in NI, the RoI, throughout the UK and in Europe

· The driving force towards a culture where disabled people can be involved in the arts in the manner and at the level of their choice
· The only Northern Ireland organisation representing individual disabled artists who are on a personal path towards artistic excellence.
ADF delivers a year-round programme, including:
· ADF Gallery exhibitions and events

· partnership work with mainstream arts and Arts & Disability organisations

· the Arts & Disability Equality Charter, supporting venues access improvements with input from disabled people

· the iDA grant scheme for artists who are disabled/deaf, managed on behalf of the Arts Council of Northern Ireland
· Bounce! Arts Festival, which showcases the best performances and exhibitions from NI’s artists alongside the best work from further afield.
The work that ADF is engaged in includes the following:
Sector development and support
· Advocacy and liaison between disabled people, government departments and the Arts Council.

· Advice and signposting to Arts Council officers, funding streams and other arts sector companies: we are often the first point of contact for organisations wanting to develop arts projects with disabled/deaf people.

· Creating opportunities and partnerships for other disability and arts companies and organisations.

· Distributing regular information to and from disabled/deaf people. 

· Links with organisations within and outside NI.

· Pilot Art & Biscuits programme.

· Access database, now bequeathed by Adapt NI.

· The Arts & Disability Equality Charter.
A year-round showcase

· Showcasing the highest possible quality of work by deaf and disabled artists, this includes the year-round ADF gallery programme and interventions into mainstream arts programming. In 2014-15 we programmed into Cathedral Quarter Arts Festival, Belfast Festival and Strule Arts Centre and collaborated with the Lyric and Titanic.
· Bounce! Arts Festival (introduced 2012) has created a new type of demand for art by disabled and deaf artists.

Lifelong learning and audience development
· Peer education via informal workshops and the Conversations series, where disabled and deaf artists share experience. 

· Impairment specific development work, for example we support a fledgling deaf theatre group called D’Arts. 
Development of disabled artists
· Informal networking and training to grow talent and stimulate new collaborations.

· The iDA grant scheme gives support from the initial idea right through to project delivery and reporting. 
Recruitment
Following a restructure of the organisation, the board have decided to recruit to two key full-time posts: An Arts Development Officer and an Operations Manager, who will both report directly to the CEO. This is an exciting opportunity for individuals with the relevant experience and passion for the mission of the organisation.

The crucial Arts Development Officer role will provide the opportunity for the person with the right skills as well as a passion for the arts, to take forward ADF’s work in enabling those with a disability to access and develop careers in the arts. 
Arts Development Officer
Job Description
Arts Development Officer
Reporting to: The CEO
Salary: £21,962
Hours: 35 hours per week
Responsibilities:
Programming 
· Create, implement and review relevant artistic policies and plans that contribute to the development and achievement of ADF’s strategy
· Ensure the development and implementation of  artistic and training programmes that  fulfil ADF’s strategic  ambitions

· Develop and deliver an age appropriate, high quality creative and educational and outreach programme that  fulfil ADF’s strategic  ambitions

· Curate a programme of projects and oversee guest artists to deliver that programme within the remit of ADF’s strategic and artistic objectives

· Identify and develop potential creative partnerships

· Liaise with other relevant organisations and agencies

· Facilitate the Arts Programming Panel
Gallery
· Plan and deliver a programme of exhibitions and other events in the ADF gallery and other off site venues

· Recruit and select potential artists to present in the ADF gallery

· Liaise with, and advise artists

· Ensure exhibitions are effectively promoted and presented/displayed. 

· Ensure information about exhibitions and other gallery events are of the highest quality

· Effectively market exhibitions and other gallery events

· Ensure that exhibitions and other gallery events are delivered in line with budgets and offer value for money

· Plan and organise  high quality exhibition and event launches 

· Produce and deliver an audience development plan

· Invigilate the gallery and other events as required
Equality Charter
· Promote the Equality Charter to arts venues

· Plan and organise the assessment of arts venues according to the Charter criteria

· Train volunteers as required

· Develop the Charter in light of feedback so it remains effective and credible

· Celebrate success of venues obtaining the charter.

Bounce! 
· Plan the Bounce! Programme in good time

· Recruit and select potential artists to perform/present as part of Bounce!

· Liaise with, and advise artists performing/presenting in Bounce!

· Liaise with the Technical Production Manager

· Liaise with other venues to develop their contribution to and involvement in Bounce!

· Ensure exhibitions in Bounce! are effectively presented

· Develop high quality information about Bounce! events

· Support the effective marketing of Bounce! And Bounce! events

· Ensure that Bounce! events are delivered in line with budgets and offer value for money

· Take full responsibility for key Bounce! Events and venues as agreed
Evaluation & Reporting
· Monitor and evaluate all artistic projects and programmes and make recommendations

· Ensure that all relevant monitoring reports are completed and sent to funders on time
· Provide reports to the CEO and Board as required

· Present a draft annual creative programme to Board and staff, in liaison with the CEO

· Prepare a written report to the Board for each meeting

· Report in person to the Board on progress as requested
Resources
· Prepare artistic and educational rationales for funding applications

· Advise on arts programme  budgets 

· Research funding sources and develop funding applications

· Ensure arts, education, outreach and learning programmes offer value for money

· Ensure that exhibitions and other gallery events are managed in accordance with agreed budgets and company’s financial policy

· Manage specified areas of expenditure within agreed budgets. 
Marketing & Profile
· Contribute to the overall company marketing and project marketing in collaboration with the Operations Manager & CEO.

· Develop and maintain ADF’s profile with networks of venues, festivals and companies throughout Ireland and the UK

· In consultation with the Operations Manager ,brief graphic designer of production marketing design and development of collateral
People
· Line-manage freelance artistic and production personnel and volunteers

· Recruit, induct and train volunteers to invigilate in the gallery and support other events

Other
· Ensure compliance with all relevant legislation e.g. Health an safety, safeguarding

· Act as an advocate for ADF and the sector when appropriate
Person Specification
Essential

· Track record of at least 3 years effective and efficient delivery of arts programmes

· Good communication skills

Desirable (at least 4 of the following)

· Experience of arts programming

· Experience of arts facilitation

· Experience of gallery management/visual arts programming

· Experience of budgeting and budget management

· Experience of income generation

· Experience of writing monitoring reports to funders

· Experience of working in the disability field

· Experience of disability equality/access issues
Application Form
Recruitment of Arts Development Officer
Thank you for your interest in this position. Please complete this form accurately and honestly. The decision to shortlist will be based solely on the information you provide on this form. Do not include any attachments or CVs. They will not be considered. Please complete clearly in black ink or typescript (font size 11 or 12).

	Name of Applicant:
	


	Contact Telephone:
	


Completed application forms and monitoring forms (submitted by post or email) must be returned no later than 12 noon on Monday 20 February 2017.

It is your responsibility to confirm that your application has arrived/been received on time. If posting, or hand-delivering your application, please mark your envelope ‘CONFIDENTIAL’ and return to:

Recruitment

Arts & Disability Forum

Cathedral Quarter Managed Workspaces

109-113 Royal Avenue

Belfast

BT1 1FF

Completed application forms can also be emailed to roger@adf.ie. Please put ‘Arts Development Officer’ Application’ in the subject line of your email and ensure that it has been received.
ADF is an Equal Opportunities employer and we welcome applicants regardless of gender, religious belief, political opinion, sexual orientation, marital status, age, disability or ethnic origin.

We are opposed to all forms of unlawful and unfair discrimination. All full-time and part-time employees, others who work for ADF and job applicants (actual or potential) will be treated fairly and selection for employment, promotion, training or any other benefit will be on the basis of aptitude and ability.

Interviews will take place the week commencing Monday 6th March.

PERSONAL DETAILS
	Title: 
	

	Surname:

	

	Forename(s):
	

	Address: 
	

	
	

	
	

	Post Code: 
	

	Tel. No.:
	

	Email: 

	


Additional Information
Do you hold a current driving licence and access to a car, or other means of transport to allow you to carry out the functions of the job?  

YES [    ]

NO [    ]

EDUCATION & TRAINING
Please provide full details of all second level education, further or higher level educational qualifications and/or professional qualifications. You may add rows if necessary.

Second level Education 
	Level of

Qualification

(e.g. GCSE, A Level etc.)
	Subject
	Mark or

grade
	Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Third Level Qualification 

Further or higher education qualifications, including postgraduate e.g. HND, Degree, Masters, etc.  Please state class or level. You may add rows if necessary.
	Level of Qualification 
	Subject
	Grade
	Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Professional Qualifications or Membership
Please provide the name of any professional associations you are a member of.

	Name of Professional or Technical Association
	From what date
	Status (student, full, associate, etc.)

	
	
	


Training Undertaken
Please provide the name and nature of relevant training course that you have attended

	Names of training courses undertaken
	Date
	Number of hours/days and qualification (if appropriate)

	
	
	


EMPLOYMENT HISTORY
Please start with your present or last employment and include any relevant unpaid or voluntary work. Please account for all periods of time since leaving full-time education. Documentary evidence of Essential Qualifications may be asked for if you are offered the post.
Current or Last Employer
	Dates From/To (month/year)
	Name and Address 

of Employer
	Reason for Leaving (if appropriate)


	Notice Period Required (if applicable)

	
	
	
	


	Position Held:


	

	Reporting to:
	


	Key Responsibilities

	

	Key achievements

	


Previous Employment 




Please continue on a separate sheet or add boxes if necessary.
	Dates From/To

(month/year)
	Name and Address 

of Employer
	Job title; key responsibilities; achievements; and reason for leaving

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


REASONABLE ADJUSTMENTS

Are you disabled?  Yes/No

If yes, are there any reasonable adjustments required in the interview process in light of your disability?
	


If yes, are there any reasonable adjustments required in the workplace in light of the effects of your disability in relation to your ability to do the job?
	



EXPERIENCE, SKILLS & TRAINING
Essential Short-listing
Please explain how you comply with the following short-listing criteria:
	Essential 1: Track record of at least 3 years effective and efficient delivery of arts programmes


	Essential 2: Good communication skills



Desirable Selection criteria
Please indicate which of the following desirable selection criteria you comply with and how, by highlighting your relevant experience/achievements. You will be required to demonstrate how you comply with at least 4 of the criteria (this may be increased if there are a large number of applicants)

	1. Experience of arts programming
	I do/do not comply with this criteria

	

	2. Experience of arts programming

	I do/do not comply with this criteria

	

	3. Experience of arts facilitation

	I do/do not comply with this criteria

	

	4. Experience of gallery management/visual arts programming
	I do/do not comply with this criteria



	

	5. Experience of budgeting and budget management
	I do/do not comply with this criteria

	

	6. Experience of income generation

	I do/do not comply with this criteria

	

	7. Experience of writing monitoring reports to funders
	I do/do not comply with this criteria

	

	8. Experience of working in the disability field
	I do/do not comply with this criteria

	

	9. Experience of disability equality/access issues
	I do/do not comply with this criteria

	


REFEREES
Please give the names and addresses of three persons not related to you from whom references may be sought. At least two should be current or previous employers. One of these should be your present or a past employer who has knowledge of you in a work situation and is able to comment on your ability to carry out the particular tasks of the job applied for.

Reference 1
	Name
	

	Position
	

	Organisation
	

	Address
	

	Postcode
	

	Telephone No.
	

	Email 


	

	Relationship to the applicant e.g. employer
	


Reference 2
	Name
	

	Position
	

	Organisation
	

	Address
	

	Postcode
	

	Telephone No.
	

	Email 
	

	Relationship to the applicant e.g. employer
	


Reference 3
	Name
	

	Position
	

	Organisation
	

	Address
	

	Postcode
	

	Telephone No.
	

	Email 
	

	Relationship to the applicant e.g. employer
	


Declaration
	DATA PROTECTION ACT DECLARATION 
The information on the application form will be held and processed in accordance with the requirements of the Data Protection Act 1998. I understand that the information is being used to:

· Process my application for employment

· Form the basis of a computerised record on the recruitment system for processing and monitoring purposes

· Form the basis of a manual job file with other application forms and will be used for processing

· If appointed, form the basis of a manual and computerised employment record.




I declare that the information provided on this form is true and complete to the best of my knowledge and belief. 

I declare that I am of suitable physical and mental health to be able to carry out the duties of the role as specified.

I declare that I am eligible to work in the UK.

I understand that I may be required to provide proof of my qualifications and experience that I have highlighted.

I understand that any false or omitted information may result in my application being rejected, or in dismissal or other disciplinary action if I am appointed.

	Signed: 

	

	Date:

	


Guidance notes on completing your application form
· Please let us know if you require the recruitment materials in a different format.

· Ideally, the application form should be completed electronically. If it is hand-written, please ensure that it is legible, otherwise it will be rejected.

· Please complete the application form provided, to ensure an equitable recruitment process. CVs in lieu of the application form cannot be accepted.

· The application form is designed to ensure that applicants provide the necessary information to determine how they meet the requirements of the role and the short-listing criteria.

· You should ensure that ALL sections of the application form are completed.

· You should ensure that you provide evidence of your relevant experience in your application form, giving length of experience, examples and dates as required.

· It is not sufficient to simply list your duties and responsibilities or to simply state that you possess the criteria as this must be fully demonstrated in response.  

·  ADF will not make assumptions from the title of the applicant’s post or the nature of the organisation as to the skills and experience gained.

· It is your unique role the panel are interested in, not that of your team or division. Write down clearly your personal involvement in any experience you quote. Write “I” statements e.g. I planned meetings, I managed a budget, I prepared a presentation. It is how you actually carried out a piece of work that the panel will be interested in.

· The examples you provide should be concise and relevant to the criteria. This is very important as the examples which you provide may be checked out at interview and you may need to be prepared to talk about these in detail if you are invited to interview.

· The panel are likely to have to read a significant number of applications, therefore you should avoid writing large blocks of narrative. Bullet points to highlight your relevant experience are more likely to be read and noted by the panel.

· If you do not provide sufficient detail, including the appropriate dates needed to meet the eligibility criteria, the selection panel will reject your application.

· ONLY the details provided by you in your application form (the employment history and eligibility criteria) will be provided to the selection panel for the purpose of determining your eligibility for the post.
��
	� This number may be increased if there a large number of applications.





