
DaDa Access and Support Coordinator
 Job Description
	Line Manager
	Business Development Manager 

	Salary
	£18,000 pro rata

	Terms and Conditions
	Part time 3 days per week (21 hours)

18 month fixed term contract 

	Location
	DaDa office in Liverpool City Centre and other locations off site as required

	Safeguarding
	This organisation is committed to safeguarding the children, young people and adults we work with. As part of our commitment to safeguarding, we apply a safer recruitment process to all our posts and appointments. This post will be subject to an up to date, satisfactory, enhanced DBS check with a check against the barred list for children and adults.



Background

DaDa is a pioneering disability and Deaf arts organisation, unique in our focus and in the scope and scale of our work and ambitions. Based in the heart of Liverpool, we have built a national and international reputation for delivering high quality and accessible events and projects including a critically acclaimed festival programme. 

We believe that disability is a social issue – it is systemic barriers, negative attitudes and exclusion by society (purposely or inadvertently) that are the main contributory factors in “disabling” people. Through stimulating and supporting excellent disability and Deaf arts from a wide variety of cultural perspectives, our aim is to promote and improve the social understanding of disability
Job Purpose

The Post Holder will work alongside the Artistic Delivery Team and other staff to deliver the DaDa activities in line with the values and ethos of the organisation. This will include 

· 
Coordinating and arranging access for staff, artists and participants in DaDa activities;

· 
Making applications and claims to Access to Work, compiling documentation and monitoring expenditure;

· 
General organisational and logistical support.

Main Duties and Responsibilities 
Access and Support

1 Working collaboratively with the Artistic Delivery Team to both determine and arrange appropriate access support to ensure the access needs of staff, artists and participants are met

2 Work with the Artistic Delivery Team to support the recruitment and retention of project-based access personnel

3 Update and maintain information about access workers and the access needs of staff, participants and artists with whom DaDa works in order to comply with GDPR and other appropriate standards of confidentiality

4 Working with the Delivery Team to supervise participants, access support staff and volunteers at DaDa workshops and events.

5 Organising the logistics for workshops, performances and events including liaising with venues and artists, attending events, sourcing equipment and refreshments, arranging transport and ensuring access requirements are met 

6 To support delivery staff to monitor budgets and expenditure including entering financial information on the office financial systems

7 Working with the producers and other delivery staff to collect, input and process the monitoring and evaluation information required by funders 

8 Arranging or providing general administrative support for the delivery of DaDa activities including taking notes and arranging meetings

9 Co-ordinating and attending planning, de-briefing, training, evaluation, seminars and other partnership meetings as and when required 

Access To Work

10 Work with staff and artists to set up Access to Work agreements including negotiating budgets with Jobcentre Plus staff

11 Work with the Business Development Manager responsible to make and track reclaim applications for Access to Work monies and monitor agreed expenditure using office finance systems

General

12 Act as an advocate for the rights of Deaf, disabled and neuro-diverse employees, artists and participants including advising creative personnel and speaking publicly about socio-political matters.

13 Comply with relevant legislation and DaDa policies on equal opportunities, safeguarding and health and safety in both the delivery of services and the treatment of others. 

14 Undertake any other reasonable duties, commensurate with the level of the post so as to ensure the smooth running of DaDaFest.

DaDa Access and Support Coordinator - Person Specification

All points on the Person Specification are important but those marked ‘E’ are the essential requirements for the job. You should pay particular attention to these points and provide evidence in your application of how you meet these requirements. 

Those marked ‘D’ are desirable but you should also demonstrate how, or if, you meet those requirements.
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 or, if not, that they have a realisable plan to show how they will meet, all of the essential criteria in the person specification is guaranteed an interview irrespective of score at shortlisting.
	Personal Specification
	Essential (E)

Desirable (D)

	Qualifications 

	GCSE English and Maths
	D

	Training in working with children and young people
	D

	Knowledge and Experience

	Good knowledge of office management IT systems and procedures including Microsoft products (Word, Excel) and other apps (e.g. Google Calendar, Zoom, One Drive)
	E

	Knowledge of the Social Model of Disability and/or Deaf awareness
	E

	Understanding and/or experience of with the government’s Access to Work scheme
	D

	At least two years’ experience of working in creative industries, charity or education sector ideally with children and young people
	D

	Experience of working with young disabled/Deaf people including those with long term health conditions
	D

	Knowledge and experience of safeguarding children, young people and adults
	D

	Skills and Abilities

	Effective communication and interpersonal skills
	E

	Good organisational and time management skills and an ability to multi-task and prioritise work
	E

	Ability to plan and manage own work and meet deadlines
	E

	Ability to work well with colleagues and contribute to effective team working
	E

	Attention to detail and high level of accuracy.   
	E

	Ability to handle sensitive and confidential information in an appropriate manner
	E

	Good level of computer literacy including MS Office
	E

	Ability to communicate in British Sign Language
	D

	Other

	Commitment to the ethos of DaDaFest, the principles of inclusive practice and equal opportunities
	E


If you require this information in an alternative format, please contact the DaDa office on accessapps@dadafest.co.uk
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