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BACKGROUND INFORMATION

Arts & Health South West is an information, support and advocacy organisation for people who believe in the value of creativity in enhancing people’s health and wellbeing. As a membership organisation Arts & Health South West is open to any individual or organisation with an interest in or actively engaged in arts and health activity. 
Objectives for AHSW over the next 3 years are set out within the business plan. This focuses on the aims, objectives and developmental needs of Arts & Health South West for the years March 2010–March 2013. It will be used to focus activity and resources, secure sustainable funding and ensure that Arts & Health South West has an effective and sustainable future.  The objectives are summarised as follows:
1    Taking a Leadership Role in the Sector

AHSW will use the shared expertise and experience of its staff, trustees, advisors and members to develop the organisation as a key player and leader in the field. It will working with key regional organisations and policy makers to influence arts and health policy and strategic development. It will make best use of its resources by co-ordinating activity at Trustee meetings and information, ideas and opportunities will be fed in to forward planning for AHSW.

2   Partnership Working

AHSW will develop meaningful relationships with at least 20 key regional and national organisations per year.  Each of the Trustees and staff will be ascribed specific organisations with whom to develop active relationships by telephone or face-to-face meetings over three years.

3   Conferences and Events
AHSW will proactively promote itself, the work of its members and the field as a whole by participating in a minimum of 6 external conferences and events a year through a combination of speaking and presenting at events; taking banners, leaflets and other publicity material to events; actively networking on behalf of AHSW and its members. 

4    Tools and Resources

AHSW will provide appropriate tools and resources so that members are able to advocate knowledgably on behalf of themselves and the sector.  These tools will include: An up-to-date, relevant and accessible website and e-bulletin; a minimum of 3 new case studies a year; a minimum of 3 new signposting sheets a year; continuing to signpost training and cpd opportunities in the region via the AHSW website and e-bulletin; Health Priority Packages, specific to areas of arts and health work.
5   Members Meetings

AHSW will continue to stage 4 members meetings a year (including AGM & Showcase event), including at least one in partnership event with another organisation.

6    Enquiries
AHSW will provide a one-stop-shop for arts and health information and advice via email and telephone for members and non members, responding to at least 500 enquiries a year.

7   Improving Access to the Evidence Base

AHSW will review what evidence there is currently and how it is presented and disseminated. It will develop a dedicated page on the website that summarises the current evidence base and links to reports and other sites etc.  This will be done in line with the website redesign and will be achieved by the end of 2010.

8   Arts and Health Awards
AHSW will establish high profile, annual Arts and Health Awards for the South West by autumn 2011. The Awards will be developed, funded and delivered in partnership with ACESW, NHS SW and other key regional agencies and media partners.  

9   Training & CPD Audit/Strategy

AHSW will deliver a regional training and CPD Audit, resulting in a regional Training Strategy. Outcomes of the Audit and Strategy are to map existing training provision appropriate to the sector; identify the training needs of the sector; signpost those working in the field to appropriate training; propose how best to deliver a joined up, strategic approach to delivering training and professional development in the region.

10   Health Priority Packages
AHSW will develop 3 Health Priority Packages (one a year) targeted at key health priorities. These aim to provide the evidence, examples, information and signposting relating to specific areas of arts and health practice linked to key government targets and health priorities.  

11   Monitoring and Evaluation
AHSW will develop an evaluation framework for evaluating its own activities and tracking measurable impacts and outcomes. 

12   Advisory Board

AHSW will develop the role and uses of the Advisory Board. AHSW will review membership and terms of reference of the Advisory Board by April 2011.

Further information on AHSW can be found on the website www.ahsw.org.uk 
Application and selection procedure
How to apply
Please download the application form from our website at visit: www.ahsw.org.uk and click on current news then work opportunities. 
You must use the application form provided.  CVs will only be accepted as supplementary information.

Completed application forms should be posted to:

Coordinator Vacancy, Arts & Health South West, PO Box 2696, Bristol BS2 2AL

Or emailed to: info@ahsw.org.uk with “AHSW Coordinator” in the subject box.

Closing date
The closing date for applications is 5pm Wednesday 8th September 2010

Shortlisted applicants will be notified by Friday 10th September
Interviews

The interviews will be held in Dorset on Wednesday 15th September 2010
Subject to periods of notice to be served, we are looking for the successful candidate to take up post as soon as possible after interview.
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Job Description
Post:



Coordinator
Salary:


£24,000 pro rata
Location:


Home Based
Days:



2 days per week
Start date:


November 2010
Duration:  


1 Year Fixed Term Contract
Accountable To:

1. Director, AHSW 





2. Board of Trustees

Annual Leave

10 days per annum 

Hours of Work:
15 hours per week. Flexibility is required as to when these hours are worked in order to fit in with Trustees and Members Meetings.

Equal Opportunities
All post holders will be afforded equal opportunities irrespective of their sex, marital status, colour, race, ethnic or national origin and religion. 

Principal Purpose

The role of the Coordinator of AHSW is to implement the smooth running of the organisation and its objectives. The Coordinator will work with the Director to implement the delivery of the Development Plan and the projects identified within it, including the development of the website and the delivery of members meetings, and be responsible for managing the day to day clerical and administrative aspects of the organisation.

Main responsibilities

The Coordinator will: 

· Act as the initial point of contact for AHSW and managing day to day enquiries

· Be responsible for the administration of AHSW membership and maintaining the membership database

· Create and send out regular e-bulletins to members

· Develop and update the AHSW website – including preparing content for resources pages, events/job opportunities and training information

· Assist and support the Director and Trustees with fundraising, marketing/communication and development work, as stated in the latest business plan.  
· In conjunction with the Director and the Trustees, plan and coordinate 4 membership meetings per year, including evaluation and the production of statistical information after these events 

· Create and develop publicity and marketing material for events, as required

· Attend members meetings within the South West region

· Support the Director in the production of 3 new case studies/practitioners signpost sheets annually

· Coordinate the AGM , Trustees meetings and Advisors meetings

· Produce agendas and minutes of meetings and distribute them afterwards
Common requirements of all AHSW posts

· To ensure adherence to the organisation’s policies and procedures with particular reference to race equality, diversity, equal opportunities, sustainability and health and safety policies

· To work in a flexible manner in line with the organisation’s objectives and be willing to undertake other duties as reasonably requested

· To provide excellent and professional customer care in dealing with members, stakeholders, funders and policy makers

· To work within the organisation’s operational office management systems, including appropriate financial management systems, databases, filing etc

PERSON SPECIFICATION
	
	Essential
	Desirable

	Skills & Knowledge
	Interest in Arts and Health
	Understanding of issues which affect people working  in the Arts and Health sector

	
	Familiarity with using the internet
	Experience of managing a web site

	
	Evidence of skills in writing copy, editing and proof reading
	

	
	Excellent knowledge of relevant administration software packages (including all Microsoft Applications)
	

	
	Excellent written and verbal communication skills
	

	
	Ability to prioritise tasks and manage own time effectively
	

	Experience
	Experience of managing information 
	

	
	Experience of servicing meetings and of organising events
	Experience of working with Trustees / Management Committee members

	
	Experience of networking
	Experience of developing a member-led organisation

	
	Experience of marketing


	

	
	Experience of working on own initiative
	

	Other
	Holds a current driving license and prepared to travel across the region when required

Willing and able to travel and stay away from home on occasion


	


