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Dear Applicant,
 
Many thanks for your interest in the role of Funded Programmes Manager, Sing Up, Youth Music.  Prior to completing the application form as fully as possible please ensure you read all the contents of this application pack.  

 
This pack contains:
· Accessibility information 
· Background information
· Role profile, containing a job description and the person specification
· Application form
· Equal opportunities monitoring form
                  
Please take the time to review the role profile for this vacancy
Further information about Youth Music can be found on our website at www.youthmusic.org.uk.  

CVs will not be accepted.

Please note that this role requires individuals to undertake an enhanced CRB check as it is likely that during the duration of your contract you are likely to come into contact with children and young people.  Should you have any concerns or queries relating to this, you may ask to speak, in confidence with the HR Manager via our switchboard on 020 7902 1060.
The application deadline for the role is 5pm, 28 January 2010.
Please ensure that you also complete the equal opportunities monitoring form.  This form will be treated as strictly confidential and will not be issued to the selection panel.  However, the information provided enables us to monitor and evaluate the effectiveness of our equal opportunities policy and procedure. 
 
You should return your application form:
 
        By email - to jobs@youthmusic.org.uk stating the full post title in the subject header
        By fax – for the attention to Jobs Mailbox RE: Research Manager, on 020 7902 1061
        By mail – to Human Resources, Youth Music, 1 America Street, London, SE1 0NE

No agencies please.

Kind regards

Human Resources 


Accessibility



Throughout the process of recruitment, selection, induction and employment, Youth Music will endeavour to address and remove any barriers to equality of opportunity encountered by candidates.

If you experience any difficulty in accessing information which you require to make an application, please contact the HR Manager on the main switchboard telephone number stated.

If any adjustments need to be made to the recruitment and selection process, or if you need any equipment or support to be made available, please contact the HR Manager.

All reasonable adjustments will be made to ensure we recruit the right person and then support the successful candidate.   

Youth Music will work closely with the successful candidate (and with Access to Work, if appropriate) to ensure that any adaptations and equipment needed are provided as soon as possible after their appointment.

Background



Youth Music is the UK's largest children's music charity providing funding for music projects and activities. 
We believe in the power of music to transform young people's lives. Music has the power to encourage and nurture talent; a power that builds confidence and self-esteem; a power that opens new horizons, raises aspirations and helps individuals express who they are.
This is where Youth Music comes in.  Since 1999, we have provided over 2 million children and young people with free access to a range of music-making projects and activities. For many, being given the chance to experience the power of music has been a life changing experience.
Because of Youth Music there are now more high quality music-making opportunities for a wider range of children and young people than ever before, from learning rock guitar or beatboxing to classical violin and everything in between.
"The day I walked in and met everyone changed my life and I felt great. I think being part of the group could help anyone. It's one of the greatest things I have been part of." Rob, 18, Cumbria
In 2007, Youth Music was successful, as lead organisation in a consortium of 4 partners, in winning a tender for Sing Up. This is a programme to promote singing in primary schools funded by the Department of Schools and Families (DCSF). The funding was provisionally been agreed for 4 years through to March 2011.  Since 2007, we have had 100,000 children attend our events with 32,000 people having registered for Sing Up across 14,000 schools.  So far, 1,100 schools for signed up for the Awards, 

Youth Music currently employs 71 members of staff across 5 departments. 12 of the roles are home-based across the regions throughout England with the remaining staff based at our head office near London Bridge. 



Funded Programmes Manager
	Role Profile part one – Role Requirements 

Note: This role profile has been designed for a manager serving Sing Up for a fixed-term post until 31/03/11

	Post Holder
	Vacant

	Grade/Salary
	Grade 4 

£30-34,000 (pay award pending)
Principal Officer

	Hours
	37.5 hrs, full time

	Location
	Youth Music’s offices, London SE1

	Reports to
	· Sing Up Programme Director

	Responsible for
	· Funded Programmes Executive Officer and Funded Programmes Assistant

· Sing Up Awards Executive Officer and Team Assistant (Reception)

· Supervisory/collaborative: ContinYou’s National Development Manager for Sing Up, and Sing Up’s Beyond the Mainstream Manager (both positioned within other partners)

	Role Purpose and Role Dimensions
	· Directing Sing Up’s Funded Programmes (FP) strand, supporting activity and best practice in singing across the country

· Raising awareness of Sing Up and developing the sustainability of its programmes

· Overseeing and guiding the Sing Up Awards scheme

· Seeking opportunities for Sing Up to lead, or be involved in, national programmes and events

· Representing Funded Programmes and Awards on the Sing Up Consortium

	Key External Contacts
	· Music education and singing organisations in England

· Organisations involved in FPs

· Associate Partners: ContinYou & Federation of Music Services

· Choir Schools Association

· Sing Up Consortium partners

	Key Internal Contacts
	· Other Sing Up Managers in the Youth Music team (Campaign & Communications, Marketing & Communications, Resource)

· Sing Up staff across the 4 Consortium partners

· Sing Up Area Leaders and project managers

· All Youth Music departments

· MusicLeader Networks

· Youth Music Action Zones (YMAZs)

· Youth Music Regional Executive Officers (REOs)

	Financial Dimensions
	· Manage budgets of up to £2m p.a. in consultation with the Programme Director, Senior Finance Officer and the Senior Management Team (SMT) of Youth Music

· Negotiate and collaborate with DCSF colleagues regarding budgets where required

· Monitor budgets and spend in collaboration with the Programme Director, Senior Finance Officer and SMT at Youth Music

	Key Areas for Decision Making:
	· Identifying ways to disseminate best practice through FP activity

· Providing guidance on sustainability

· Troubleshooting on FPs where required

· Awarding funding in line with Sing Up/FP objectives and in line with Youth Music policy

	Other Considerations:
	· Will be required to work occasional evenings and weekends

· Will be required to work occasionally away from home

· As this role will require direct contact with children and young people during the course of employment, the role holder is required to undertake an enhanced CRB (Criminal Records Bureau) disclosure.


	Key Accountabilities and Result Areas
	Key Elements
	% of Time

	1. Directing Sing Up’s Funded Programmes (FP) strand, supporting activity and best practice in singing across the country


	· In collaboration with the Programme Director and other Consortium partners, directing Sing Up Funded Programmes, in particular:-

· Sing Up Beyond the Mainstream

· Sing Up Clusters

· Sing Up Communities

· Sing Up Events

· Sing Up Flagships

· Overseeing the strategic implementation of all activity that Sing Up funds through Funded Programmes

· With colleagues, communicating with, visiting, supporting and monitoring all FPs

· Overseeing the application system, in collaboration with Youth Music’s Operations & Monitoring Department

· Contracting external agencies to project-manage large-scale activities as required
	30%

	2. Raising awareness of Sing Up and developing the sustainability of its programmes
	· Being aware of and promoting singing activity occurring in England in support of Sing Up

· Identifying Sing Up activities from which the campaign can benefit from involvement, and ensuring that Sing Up’s Campaign & Communications teams and external agencies are able to maximise opportunities

· Collating case studies from all of the funded programmes to communicate with the Marketing & Communications team and DCSF/MS

· Working with the Music Manifesto to link events nationwide

· Ensuring that politicians, press and government departments can visit funded programmes wherever possible

· Collaborating with Youth Music’s REOs to ensure an holistic approach to Youth Music’s work on singing

· Ensuring that Sing Up’s and Youth Music’s plans and activities as are appropriately interlinked.

· Working with programmes and their evaluators to identify and develop models of sustainability

· Linking models of sustainability to the wider programme, with a view to establishing a secure legacy for singing in primary-age settings


	20%

	3. Overseeing and guiding the Sing Up Awards scheme


	· Oversee the development and management of the Sing Up Awards scheme

· Ensure that the Awards fit effectively into the wider programme
	10%

	4. Seeking opportunities for Sing Up to lead, or be involved in, national programmes and events
	· Devising and organising national events to showcase Sing Up

· Connecting with national and regional events that can showcase Sing Up, e.g. festivals, massed choir events, conferences

· Being aware of Youth Music plans for the Cultural Olympiad and promoting and developing opportunities with FP activity.
	10%

	5. Management
	· Representing Funded Programmes and Sing Up Awards on the Sing Up Consortium, providing reports, updates and leadership

· Managing, coaching and developing the FP Executive Officer and FP Assistant, Executive Awards Officer and Team Assistant (Reception)

· Using Youth Music systems and processes to ensure adequate review and appraisal of team members

· Working alongside ContinYou’s National Development Director for Sing Up, ensuring that all ContinYou activities are fully integrated

· Working alongside the Beyond the Mainstream Manager (based at The Sage Gateshead) to ensure the effective development of this strand.
	25%

	6. Deputising for the Programme Director
	· Working closely with the Programme Director to take forward the strategy for Sing Up

· Attending Sing Up Consortium meetings, and monthly meetings with DCSF where appropriate

· Providing the principal strategic link between Sing Up and Youth Music, attending working groups where appropriate

· Deputising for the Programme Director on key meetings, events, etc.
	5%


	Role Profile part two – Person Specification

	Essential knowledge
	· Knowledge of arts for young people and training and social policy

· Understanding of the music education sector

· Educated to degree level or equivalent 
· An interest and understanding of government policy relating to skill development and children & young people

	Essential skills and abilities
	· Strong project management skills and experience

· Strategic planning for major programmes

· Financial management experience

· Excellent communications skills, verbal, written and presentation skills.

· Problem solver able to deal with complex and multiple tasks at once

· Team player with excellent people management skills

· Ability to negotiate, provide leadership and build effective partnerships

· IT skills, including word processing, database, spreadsheet, email and internet software

· Ability and creativity to recognise opportunities for Sing Up campaign to be involved in national events

	Essential experience
	· Experience of working on and monitoring high level projects and events

· Experience of supervision or staff management 

· Proven experience of coordinating projects and strong financial management

	Desirable experience
	· Singing/music activity in an educational context

	Special conditions
	· Some England-wide travel will be required

· Some evening and weekend work will be required

· Occasional overnight stays away from home will be required



Application Form 
	Position Applied for:


	Funded Programmes Manager, Sing Up


	Deadline:
	The application deadline for the role is 5pm, 28 January 2010.


	

	
Surname:


	
	Forename: 
	     

	Nationality:


	     
	Email address:
	     

     

	Address:
 

 

 
	     

     

     

Telephone (work):                              Telephone (home):       

	Are you subject to immigration Control?   (Yes/No)

Are you free to remain and take up employment in the UK? (Yes/No)

Current remuneration:  (£)
	        

        

£      

	Education and qualifications:  (After age 14)

	Dates (MM/YY)

 

From         To
	School, College or University
	Qualifications/ Degree

Date, Subject, Grade

	  /    

 

 

 
	  /    
	     
	 

     

	  /    

 

 

 
	  /    
	     
	 

     

 

	  /    

 

 

 
	  /    
	     
	 

     

 

	  /    

 

 

 
	  /    
	     
	 

     

 

	  /    

 

 

 
	  /    
	     
	 

     

 

	
	
	
	
	
	
	
	


 

	Professional or technical qualifications and training

	Name of professional organisation
	Membership grade & number
	How did you become a member? (i.e. through exam)
	Date (year)

	     
	     
	     
	

	     
	     
	     
	     

	     
	     
	     
	     


	Other Qualifications and Experience

	
Please use this page to describe how your knowledge and experience meet the requirements of the job specification

 

     

 

 

 

 

 

 

 

 

 

 

 



	What key strengths can you bring to this position?

	 

     

 

 

 

 

 

 

 

 

 

 

 


	 Previous Posts Held

Given most recent first, with dates
	Name & Address of Employer

 
	Position Held, Nature of Work and Reason for Leaving

 

	 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
	 

     

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
	    


 
	Declaration:
 I confirm that to the best of my knowledge the information given on this application is true and correct and can be treated as part of any subsequent contract of employment.  I also understand that this role is considered to be a regulated position for which I need to apply for an enhanced CRB disclosure, which will be subject to any employment offer. 

	 
Signed:                                                                                                                      Date:             
 


	  References

Please give the names and addresses of two referees - one of which must be your current/most recent employer.

 

	Name:

     Current manager (Internal)
	Name:

     

	Address:

     

     

          

 

Telephone:        

 

Fax Number:        

 

Email Address:      
	Address:

     

     

          

 

Telephone:        

 

Fax Number:        

 

Email Address:      

	Occupation:

     
	Occupation:

     

	Relationship to referee:

     
	Relationship to referee:

     

	May references be requested before interview?      Yes            No      
	May references be requested before interview?      Yes                No      




Employment Monitoring
 
Youth Music is committed to developing policies to promote equality of opportunity across all of our activities. Any information that you provide here will be anonymous, will not be used in the selection process, and will only be used for the purpose of informing our internal review and reporting to our funders Arts Council England. 

Last Name:                                               
First Name:      
 
Mr/Mrs/Miss/Ms: 
 
Date of Birth:                                             
Gender:                
 

Job
 
Job Applied for:                          

Where did you see it advertised:                
 
Disability
Youth Music wishes to encourage suitably qualified people with disabilities to apply for jobs - all information will be treated in confidence, but may be used to help us in identifying any reasonable adjustments we can make to help you do this job.
 
Do you consider yourself to have a disability? 





No ( 


Yes (  If yes, what is the nature of your disability?         ………………………….

          

Ethnic Group

 
Please tick the box that best describes your race/ ethnic origin.
White 




Black or Black British

British


(


Caribbean



(
Irish


( 


African



(
Any other White 



Any other Black

Background

( 


Background



(
Asian or Asian British


Mixed/dual heritage

Indian


( 


White and Black Caribbean

(
Pakistani

( 


White and Black African

(
Bangladeshi

( 


White and Asian


(
Any other Asian 



Any other mixed background
(
background

(
Chinese

(

Any other group/background
( ……………………………

           
Age
16-24 (  
25-34 (        35-44 (       45-54 ( 
55-64 ( 
65-74 ( 
75+ (
 
Nationality:
UK Citizen 
 (     Other
 (  

please specify ………………………………

 
