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Part 1:  
Background 
 
Arts Council England has focused investment on parts of the country where people’s 
involvement in the arts is significantly below the national average, through its programme 
Creative People and Places.  
 
Creative Black Country (CBC) is led by a Core Consortium of: 
Sandwell Council of Voluntary Organisations, Wolverhampton Voluntary Sector Council, 
Dudley Council for Voluntary Service and One Walsall (working as Black Country Together 
CIC); and Multistory, Black Country Touring and Black Country Living Museum (which are 
all Arts Council England National Portfolio Organisations). This consortium brings together 
the community and voluntary sector and the expertise of professional arts producers with a 
long-standing commitment to the Black Country’s creative and cultural ecology and a depth 
and breadth of knowledge of leading contemporary arts practice. 
 
Our Mission 
‘Making the most of the Black Country through arts, culture and creativity’ 

 
Our Principles 
WE WILL ALWAYS BE CURIOUS   

• Remain open to new ways of thinking and respond to emerging trends, stories and 
ideas.    

• Take time to learn and empathise with those we are working with.    
• Gather knowledge from a broad range of sources, inside and outside of arts and 

culture.     

WE WILL NEVER:    
• Assume that we know enough.    

   
 WE WILL ALWAYS BE COLLABORATIVE    

• Put people at the heart of the process when designing, developing and creating 
work with communities.  

• Build resilient cross-sector partnerships.     
• Work with local and national decision makers to 

embed creativity into local and regional strategy    
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WE WILL NEVER:    
• Be undemocratic in our decision making.    
• Support projects that have not started with community led design or consultation.    

  
WE WILL ALWAYS BE INCLUSIVE AND ACCESSIBLE    

• Reflect and celebrate the diversity of the Black Country in the work we do and the 
people we employ, commission and collaborate with.    

• Involve people who are systemically marginalised* in the design of our programme 
of work to ensure we remove barriers to participation to make it accessible to all    

• Be actively conscious about the language we use  

WE WILL NEVER:    
• Tolerate negative discrimination of any kind   

  
WE WILL ALWAYS BE TRANSPARENT AND OPEN    

• Be honest and accountable to one another.    
• Make time for reflection and be ready to receive feedback.    
• Share our learning widely.    

WE WILL NEVER:    
• Be secretive.    
• Cover up our mistakes.      
• Avoid difficult questions and challenging conversations.   

  
WE WILL ALWAYS BE AUTHENTIC    

• Be true to our Black Country origins.    
• Showcase local talent, stories and creativity.    
• Raise aspirations in Dudley, Sandwell, Walsall and Wolverhampton    

WE WILL NEVER:    
• Hide our local pride.    
• Buy in ready-made projects.     

  
WE WILL ALWAYS BE INNOVATIVE    

• Take risks and make change happen.    
• Look forward – the Black Country knows its heritage, let us co-create its future.    
• Encourage new ideas and build on what works.    

WE WILL NEVER:    
• Close ourselves off to new opportunities and inspiration.   
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Part 2: 
Terms and Conditions 
 
 
Job Title:    Programme Coordinator (Maternity Cover) 
Contract:  9 months 
   Preferred start early August 2021. 
Probation Period: 1 month 
Salary: NJC spinal points 18 - 20 (£24,982 – £25,991) depending on 

experience; 6% employer contribution pension (When matched by 
employee). 

Location:  Main office facilities will be located at SCVO (Landchard House, 
Victoria St, West Bromwich, B70 8EX) and occasionally at Black 
Country Living Museum offices (Tipton Road, Dudley, DY1 4SQ). 
Remote and/ or working from home will feature as part of the role. 

Responsible to:   Director of Operations and Development (DOD) 
Hours of work: 37 hours per week.  This team will operate a flexible hours policy with 

a “Time Off in Lieu of overtime” (TOIL) system. The role will require 
some flexibility, e.g. occasional evening and weekend work. 

Holidays: 19 days plus bank holidays. The holiday year runs April to March. 
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Part 3: 
Job Description  
 
Principal Purpose:  
 
To coordinate and support the delivery of the Creative Black Country programme 
including activities, events, general operations, reporting, arts and cultural sector 
development opportunities with and for communities across the Black Country. Provide 
administrative support to the Directors and where relevant to the CBC team. Act as a 
key link and liaise with the CBC extended team of arts advisors and creatives, creative 
partners and stakeholders and the wider community. Create and develop online content 
to increase CBC profile. This will include but not be limited to maintaining, creating and 
delivering administration systems such as finance, marketing, recruitment, schedules, 
databases, evaluation and research.  
 
 
 
Key responsibility areas 
 
Systems & Coordination 

• Coordinate freelance expertise such as Creative Associates, Change-makers 
and programme Volunteers. Support CBC Programme Team with activity plans 
and programme planning/scheduling. 

• Plan and facilitate networking opportunities for people taking part in CBC’s core 
programme including Creative Communities, Creative Commissions, Sector 
Development 

• Work with the DOD and the CBC Partnership Board to facilitate a programme of 
arts and cultural sector training and development activities  

• Support the DOD with drafting contracts and letters of agreement 
• Coordination of creative commissions, arranging community selection panels 

and corresponding with applicants.  
• Collate and coordinate reports, information, and statistical data for programme 

outputs, and maintain databases required for CBC funding reports, applications 
and evaluation reports. 

• Schedule internal and external meetings, record meetings and coordinate 
actions.  

• Manage and maintain a central filing system for project delivery  
• Management of general correspondence and directing other enquiries as 

appropriate, manage petty cash and office administration 
 

Action Research and Sharing Learning  
 

• Ensure all partners, creative associates, external expertise, and commission 
beneficiaries understand and complete the programme monitoring and evaluation 
and collate statistical information   
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• Support the team in ensuring programme learning is shared with the wider arts 
community on social media, websites and at events   

• Identify case studies for evaluation, CBC communication and wider CPP 
networks  

 
 
Communication  
 

• Act as a first point of call for all enquiries  
• Manage the central communication of the programme such as info inbox, main 

phone line and social media   
• Act as an advocate for CBC at events as appropriate and agreed  
• Support CBC staff with maintaining and developing cross sector relationships 
• Coordination of marketing activity and implementing outputs with Marketing and 

Content Manager  
• Work with Dudley Administrator to ensure CBC stays consistent and aligned as 

a programme in terms of reporting, communication and managing relationships. 
 
General  

• Undertake appropriate training as agreed with DOD 
• Actively participate in evaluation and appraisal  
• Carry out any other specific tasks as may be reasonably required by the Directors 

and Programme Team 
 
 
Person Specification 
ESSENTIAL 
 
Skills and Experience:  
 

• A minimum of 12 months’ previous experience in a similar role and environment  
• Educated to A Level standard or equivalent, with GCSE (or equivalent) Maths 

and English 
• A high level of organisational, administrative, financial management and IT skills 

and clear ability to prioritise  
• The ability to contribute constructively to and to implement a marketing strategy 
• Strong networking skills, the ability to facilitate workshops and meetings  
• Proven ability to communicate well with a range of people using social media 

and varied communication methods 
• Demonstrate an enthusiasm for working collaboratively with others both within a 

small team and across wider networks 
• Experience or knowledge of working within community settings  
• An understanding and commitment to CBC’s key objectives 
• Awareness of access requirements across the protected characteristics  
• An understanding of the practical application of Equal Opportunities policies  
• An understanding of the arts and cultural sector development opportunities 
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DESIRABLE  
 
Skills and Experience:  

• Knowledge of the operation of an Arts organisation  
• Familiarity of Arts Council England monitoring and evaluation systems 
• A knowledge of financial and marketing systems, website content management 

systems and working with statistical data 
• Interest in a variety of art forms 

 
Part 4: 
How to apply 
 

• We encourage applications from people from underrepresented and 
marginalised groups. We will prioritise applicants who have strong connections 
and experience of living or working in the black country.  

• Read the background information and look at the online references; read the 
Job Description and Person Specification carefully. 

• Complete the application form, including the written statement and explain in 
writing who you are and how your skills, knowledge and experience equip you 
to carry out the job and how you meet the specifications necessary. 

• If you prefer, you can send a sound recording or video proposal instead in 
response to the essential and desirable criteria. 

• Provide contact details for 2 referees who know you professionally, one of 
whom should be your current or most recent employer that we can contact on 
appointment of the role. 

• Fill in the Equal Opportunities monitoring form (this is solely for our recruitment 
monitoring purposes and will not be seen by the shortlisting or interview panel). 

• Do also let us know if we can do anything to make the application process more 
accessible for you. 
 

We are keen to make sure you know what’s in store before you apply – so please 
contact us for an informal chat. To do so you can contact Sajida Carr (Director of 
Operations and Development) on 07793 244 031. We encourage you to do this we can 
tell you more about our work and the great team you will be working with if you were 
our successful candidate. 

 
Key dates for your application:  
 
Closing date: 14th July 2021, 5pm. 
If shortlisted, you will be informed by 19th July 2021 
Interview and assessment: 22nd July 2021 
 
Please email your application to info@creativeblackcountry.co.uk  
 
We will confirm receipt of all applications and feedback can only be supplied to applicants 
who are interviewed. 


