Job Description 
                                          Creative Industries Trainee
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	Job Title 
	Creative Industries Trainee

	
	Department
	Luton Cultural Services Trust

	
	Section
	Cultural Learning and Skills

	
	Grade
	L1b

	
	Reports to
	Creative Talent Project Coordinator

	
	Staffing Responsibility
	Yes/No

	
	Organisation
	Attached


	JOB OPPORTUNITY: Trainee Position in the Creative Sector

Job Purpose:

This Trainee position serves as an entry point for individuals aspiring to work in the creative sector. Through a "learn on the job model", you'll gain exposure to diverse cultural activities offered by the Culture Trust. As a Trainee, you'll support wrap-around and enrichment activities aimed at expanding family and schools audiences. Your journey with us will span from April 2024 to December 2024, engaging in a diverse range of programmes and events, from theatre camps to school holiday activities, supporting our Education, Marketing, and Museums teams.



ORGANISATION CHART:
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	PRINCIPAL RESPONSIBILITIES:
	%


	1
	Assist the Programming, Learning and Museums Teams in delivery of their planned programming: workshops, events, exhibitions and others. Responsibilities include support with setup, delivery and takedown of the events, collecting customer satisfaction information, providing information about the Culture Trust’s cultural and creative offer.

	50

	2
	Apply gained experience and ongoing guidance to support the Head of Cultural Learning and Skills and the Creative Talent Project Coordinator with delivery of the TAP (Talent Alumni Progression) project, including administrative, clerical and marketing support.

	20


	3
	Help shape new activities enriching the existing Programmes
	15


	4
	Undertake administrative duties relating to the Programme
	10

	5
	Assist the Marketing team in creation and delivery of captivating copy, imagery and content for publishing across Culture Trust’s social media, website and other promotional channels.


	5

	Please note these percentages are approximate and should be used for guidance purposes only. They may vary depending on staffing levels and place of work. This job description is not a definitive list of tasks – it is designed to give an overall view of the job and not to indicate what the sole requirements are for the post. Post holders will be required to perform other related duties as assigned.


DIMENSIONS:
Supervisory Management:


None
Financial Resources & Responsibilities: 
None
Physical Resources: 
To assist with the setting out or putting away of equipment, stack and move chairs and tables (both trestle and stacking tables), lifting of objects and display related material in museums.  Aids available include; chair, table and mat trolleys and sack barrows.

This could also involve climbing ladders and carrying out general maintenance, providing the correct training has been undertaken.  

Trust Objective: 

Our vision is to be an award winning cultural Trust providing exemplary public engagement with arts and culture. 
Context: 

Established in 2008, the Culture Trust, Luton is a vibrant and progressive independent charity and our mission is ‘to connect communities through culture’. We do this through our accredited museums, theatres, galleries, creative workspaces and Arts Centre in Luton. We attract over 200,000 visits per annum to our sites: The Hat Factory Arts Centre, Hat House and Hat Works creative workspaces, Wardown House Museum & Gallery and Stockwood Discovery Centre Gardens & Museum. We present a multi-cultural and year-round programme of events, exhibitions, workshops and performances. We co-produce activity with our community, partners, Museum Makers volunteers and team of cultural experts. We support creative talent and skills by providing opportunities, platforms and cultural career progression for over 15000 young people. We care for a collection of over 90,000 museum objects and 1.5 million photographs and maps. We hold the most extensive and complete hat and headwear collection in the UK and the best collection of Ian Hamilton-Finlay sculptures in England. We own and care for listed heritage sites, buildings and gardens and we are committed to the adaptive re-use of heritage for cultural purposes and community use. As a charity, we are able to use our valuable core funding from Luton Rising and Arts Council England to lever additional funding into cultural activity in Luton, heritage care and conservation and in celebrating our diverse communities through culture.
WORKING ENVIRONMENT:

Working in support of Programme, Learning and Marketing teams across Culture Trust sites where required.
OTHER REQUIREMENTS:

Due to the nature of the post, the post holder will be required to work regular hours,

including some bank holidays and weekends.
The nature of this role will require some flexibility in the working arrangements. It is envisaged that there will be occasions when the job holder will be required to cover short term absences of staff within all The Culture Trust Venues. 

The post holder will participate in the delivery of effective customer-focused museum and arts programme and support the TAP programme in line with statutory legislation and Trust policies and procedures, including equal opportunities, customer care, health and safety regulations and disability discrimination policies.

Person Specification

This acts as selection criteria and gives an outline of the types of person and the characteristics required to do the job.



Essential (E):  without which candidate would be rejected

Desirable (D): useful for choosing between two good candidates
	Please make sure, when completing your application form, you give clear examples 

of how you meet the essential and desirable criteria.

	Attributes
	Essential
	How Measured
	Desirable
	How Measured

	Experience


	Some experience of dealing in person with a wide range of people in a customer-orientated service.
	1, 2


	Experience of working with a wide range of people including minority ethnic and disadvantaged

groups, and people of all ages.


	1, 2



	
	Some experience of general clerical duties, including answering the telephone, keeping manual and computerised records, photocopying, faxing etc.


	1, 2
	
	

	Skills/Abilities
	Able to work as part of a team


	1, 2


	
	

	
	Able to use own initiative within established procedures and guidelines.


	1, 2
	
	

	
	Able to deal with a wide range of people politely and tactfully in a helpful and courteous manner.


	1, 2
	
	

	
	Basic Computer skills, including Microsoft office or similar packages.


	1, 2
	
	

	
	Strong verbal and written communication skills to deal with a wide range of people and provide effective help or advice in accurate and fluent spoken English.

	1, 2
	
	

	
	Strong communication skills
	1, 2
	
	

	
	Able to identify some types of discrimination that commonly exist.


	1, 2
	
	

	Equality Issues


	Able to identify the effects of discrimination on service delivery.


	1, 2
	
	

	
	With the use of appropriate aids, must be able to lift and move equipment/furnishings e.g. mats, books, table and chairs etc.


	1, 2, 3
	
	

	Education
	Able to work across Trust sites when necessary to support other teams in order to meet the business requirements of the organisation.

	1, 2
	
	

	Other Requirements
	Able to work unsocial hours as required, including bank holidays, evenings and weekends including late night events.
	1, 2
	
	

	
	Interest in the cultural sector
	1, 2
	Evidence of some experience of work in the cultural sector
	1, 2


(1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise)

NB: This job description reflects the requirements of The Culture Trust March 2024. The role and duties of the post are subject to change in line with the future development of The Culture Trust.  The Culture Trust reserves the rights to make such changes as are necessary and any changes required will be discussed with the post holder as appropriate.

We will consider any reasonable adjustments under the terms of the Equality Act (2010) to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post. 

The post holder will ensure that The Culture Trust’s policies are reflected in all aspects of his/her work, in particular those relating to:

(i)  
Equal Opportunities

(ii) 
Health and Safety

(iii) 
Data Protection Act (2018) & General Data Protection Regulation (2018)
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