
JOB ROLE: 

To carry out administra/ve tasks as instructed. To represent Newhampton Arts Centre in a front line 
capacity for visitors and residents during opening hours and be a key source of informa/on on schedules 
and ac/vi/es across the organisa/on. 

RESPONSIBLE TO 

CEO & Site Manager 

DUTIES: 

Welcoming and direc/ng visitors. 
Answering phone and passing on messages to other staff as required. 
Gree/ng and direc/ng site visitors to different loca/ons onsite. 
Helping set up rooms for daily bookings if required. 
Receive deliveries and post. 
Deal with room booking enquiries, make provisional bookings, take deposits, update booking soKware 
(Avalon) with regular bookings and ensure the soKware is running correctly. 
Liaise with programming team for theatre hires. 
Take bookings and deposits for room and theatre hires 
Email confirma/ons and relevant documenta/on required to hirers. 
Monitor and respond to emails to the office email address. 
Order sta/onery and box office supplies. 
Sell /ckets via phone, online & in person (Ticketsource) 
Monitor /cket sales & send regular updates to promoters and management. 
Assist with basic marke/ng such as distribu/ng printed posters and leaflets on site. 
Issue credit notes for /ckets. 
Monitor resident occupancy and maintain wai/ng list for spaces. 
Log annual room and theatre hire income on excel. 
Liaise with FOH staff team regarding theatre seUlements and forward seUlements to finance. 
Other du/es that may be required from /me to ensure to ensure the efficient running of Newhampton 
Arts Centre. 
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PERSON SPECIFICATION 

Required: 
Confident, responsible and calm in dealing with the public. 
Consistency in applying policies and procedures at all /mes. 
Ability to work as part of a team 
Good communicator 
Reliable /me-keeper 
Ability to handle standard IT systems such as email, have basic knowledge in MicrosoK business 
soKware such as Excel. Training will be given on the specific systems used at NAC. 

Desirable 
Interest in the arts and cultural sector. 
Finance administra/on experience including familiarity with Sage. 

TERMS AND CONDITIONS 

The contract is for a minimum working week of 30 hours. When these hours are worked may vary from 
week to week according to the needs of the business. 

These hours will be worked from 8:30am – 15:30 Monday- Saturday as required but flexibility can be 
discussed. 

Evening and weekend work may be required on occasion. 

Salary: £20,759.96 pro rata 

1. Wages will be paid monthly by Direct Payment into a named bank account. 
2. Newhampton Arts Centre will pay Employer’s Na/onal Insurance Contribu/ons. 
3. Tax and Na/onal Insurance, plus any other statutory deduc/ons (including student loan repayments), will 
be deducted at source. 
4. Pay is reviewed annually in April of each year. 
5. Pension: An auto-enrolment pension scheme is in opera/on with The People’s Pension. Current 
contribu/ons are 3% for employer and employee. 
6. Holidays: 25 paid days per year, pro rata plus statutory holidays, and including Christmas and New Year 
site closure days. Holidays must be taken at /mes convenient to the running of the NAC. 
7. Training: Appropriate training will be provided as necessary. 
8. Proba/on: This contract is condi/onal on a sa/sfactory proba/onary period of one month. 
9. Sick Pay: Absence due to sickness must be no/fied by 9am on the first day or as soon as possible. 
10. Grievance and Disciplinary Procedures will be dealt with by Line Manager and then the CEO in the first 
instance. If necessary, maUers can be referred to the board members responsible for staff Issues. 
11. Termina/on of contract: Four weeks’ no/ce of termina/on of contract is required on either side. 
12. Security: The Employee will be responsible for looking aKer keys and security codes entrusted to them 
and will not pass these on to any unauthorised individual 



13. Staff Handbook: Full condi/ons of employment are available in the NAC office. 
14. Any offer of employment is condi/onal on an Enhanced Disclosure and Barring Services check. 
15. NAC reserves the right to require all employees to follow specific public health guidance that may be 
issued by either na/onal government or local authority. 

 

 

 
 

 
 

 

HOW TO APPLY: 

Please obtain and complete the Job Applica/on Form either from the NAC website or 
by emailing office@newhamptonarts.co.uk and return to 
office@newhamptonarts.co.uk by the closing date of 5:00pm on Friday July 29th . 

Shortlisted candidates will then be called to an interview on Friday 5th August. Please 
ensure you are free for this date if you apply. 

WANT A CHAT? 
For an informal discussion of this post please email office@newhamptonarts.co.uk with 
a phone number we can call you back on. 

newhamptonarts.co.uk

facebook.com/NewhamptonArts @Newhampton

instagram.com/newhamptonarts/?hl=en
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