
How to Apply
Ideally we would like written applications to be submitted for this role but we are happy to receive applications as either video or sound files as well.
All applicants should read the following notes carefully before applying. 

Written Applications

Your application will comprise of three parts:

· Form A: your personal details;
· Form B: your education, work history and experience relevant to this post, and;
· Form C: Equal Opportunities Monitoring Form.
When you return your application a nominated member of staff will file Form A (containing your personal details) separately and confidentially. Therefore, the shortlisting panel will only have access to the information you present in Form B. 
The Equal Opportunities Monitoring Form will be anonymised, filed separately and data will only be used for us to monitor our performance against our Equal Opportunities Action Plan.
Form B has a section for you to give us details of your experience and how it makes you a suitable candidate for this post. In this selection process we will be looking for the person who is the best fit for the post. Please ensure you address the person specification demonstrating, with examples, how you experience, knowledge and skills prepare you for this post. Work experience can be both paid and unpaid and any other life experiences are relevant if they are relevant to the person specifications.
Please complete the forms in black ink or typescript.

If needed, you may have someone scribe for you when completing the forms, we require them to also sign Form A.

Video and Sound Files

If you wish to submit video or sound files rather than a written application, then please ensure that in the submission you:

· Cover all the topics/questions that are in the written forms
· Leave spaces between the answers to the personal questions (Form A), the details of your experience (Form B) and the Equal Opportunities information so that we can edit out the personal information before we pass the submission over to the selection panel. If you wish to submit 3 separate files, then please do so.

The combined length of all the video/sound files submitted should be no more than 5 minutes
Download Links
You can find the relevant documents in various formats on our website or by following the links below:
· Form A: your personal details – Word.doc / Large Print Format / Screen Reader Friendly
· Form B: your education, work history and experience relevant to this post – Word.doc / Large Print Format / Screen Reader Friendly
· Form C: Equal Opportunities Monitoring Form – Word.doc / Large Print Format / Screen Reader Friendly
· Access and Support Coordinator Job Description – Access_and_Support_Coordinator_Job_Description.doc

Application Submission
By post 
Please mark the envelope “Access Coordinator” and post to

DaDaFest

The Bluecoat

School

Liverpool

L1 3BX

By email: 
Send the completed forms/files to accessapps@dadafest.co.uk. Please put “Access Coordinator” as the email title

By file transfer (e.g. WeTransfer)
Once you have uploaded the files then please email the download transfer link to: accessapps@dadafest.co.uk. Please put “Access Coordinator” as the email title.
Completed applications in whatever format should be submitted to arrive no later than 12:00 noon on Friday 24 September.
The Selection Process
Shortly after the closing date all applications will be shortlisted based on scoring against the criteria in the person specification. We will let all applicants know by email whether they were successful or not at this stage. 
We recognise that the following people are underrepresented in our work force and in the wider performing arts sector, those people who experience racism and marginalisation, who are discriminated against, and facing intersecting barriers including those who are Deaf, disabled and neuro-divergent or have long-term health conditions; those from African, Caribbean, LatinX, Middle East, North African, South Asian, East and South East Asian heritages and their diasporas.
To encourage applications from both communities, any candidate who identifies as the above people and who demonstrates in the application form that they meet all of the essential criteria in the person specification is guaranteed an interview irrespective of score at shortlisting.
If you are shortlisted you will be sent by email (or post if not available) a venue, date and time for your interview. 
We are intending to interview during the week commencing 4 October. If you are not available on any of the dates during this week then please let us know. 

Interviews will take place remotely over ZOOM. 
If you have any access support requirements for your interview, please ensure you have let us know in part A of your application.
Feedback
We will give feedback to all interviewed candidates, but it is not our policy to give feedback to those who were not shortlisted for interview.
Further Information

If you would like to talk to someone at DaDa about the job before applying or you require this information in an alternate format, then please email accessapps@dadafest.co.uk with “Further Information” as the email title. Let us know your preferred method of contact and a member of staff will get in touch with you

If you want to find out more about DaDaFest before applying, please see our website: www.dadafest.co.uk
DaDaFest is a safeguarding organisation. You will be subject to checks with the Disclosure and Barring Service if your work involves direct work with children, young people and/or vulnerable adults.

Good luck.
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