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	CREATIVE EMPLOYMENT PROGRAMME 
Details of all opportunities for example Apprenticeship / Paid Internship,  
for Jobcentre Plus LMS system

	

	EMPLOYER DETAILS

	Organisation
	Theatre Royal Bury St Edmunds
	Business Type
	Theatre

	Address
	6 Westgate St, Bury St Edmunds 
	Postcode
	IP33 1QR

	Contact Name
	Adrian Grady
	Job title
	General Manager

	Telephone No.
	01284 829953
	Email Address
	adrian@theatreroyal.org

	

	VACANCY DETAILS

	Job Title
	Marketing & Communications Assistant
	Type of job
	Paid Internship 18 to 24 year old

	Duration of job
	6 Months
	Location of job
	Theatre Royal Bury St Edmunds

	Hours (weekly)
	30 hrs per week
	Salary (hourly)
	National Minimum Wage

	Name of Employer if different to above
	
	
	

	Number of vacancies
	1
	
	

	Required Start Date
	1 May 2015
	
	

	Recruitment process detail
	Apply by application form. 
At the time of applying candidates must be aged 18 to 24 years old and be registered as unemployed with Job Centre Plus.
Closing date for applications : 12 Noon, 6 April 2015
Interviews week commencing : 13 April 2015

	

	APPRENTICESHIP / PAID INTERNSHIP JOB SPECIFICATION
(This is for advertising on Jobcentre Plus’ internal system – you may also attach full JD)

	Role Description 

In no more than 50 words describe:

· Exactly what the job involves

· Include any training provided


	Work in all aspects of marketing and communications, providing administrative and organisational support. Duties include;
Distributing print and displays in town
Assisting with writing and distributing press releases

Compiling theatre listings for media.

Assisting with preparing e-newsletters, flyers and direct mail

Use of social media

Collating and filing press cuttings

	Person Specification

In no more than 50 words describe:

· Key competencies required in role

· Essential/Desirable skills 

· If CRB check required 


	Essential characteristics
An interest in art and event management
Personal, written and verbal communication skills

Understanding of social media

Copywriting skills

Be able to work to deadlines

Organisational skills

Ability to work independently

A team player

Desirable characteristics
Interest/awareness of regional media

The ability to drive and access to a car

Educated to A level standard or equivalent.

	
Please complete all sections and return to DWP at employer.advice@dwp.gsi.gov.uk


	FOR JOBCENTRE PLUS USE ONLY

All CEP opportunities MUST BE entered under the following provider reference on LMS:

	PROVIDER REFERENCE NUMBER 
	

	OPPORTUNITY TYPE 
	

	LMS OPPORTUNITY NUMBER  
	


