COMMONWEALTH JOBS FUND – VACANCY                                           CJF79

Please note, before submitting clients to this vacancy they MUST meet the eligibility criteria for the Commonwealth Jobs Fund

(
Aged 18 – 24

(
Registered with JCP as continuously claiming JSA for 6m +

(
Resident in Glasgow City Council Boundary



Glasgoworks are delighted to be working in partnership with Citizens Theatre in the recruitment of a Development Assistant 

Based in the Gorbals (G5) area of Glasgow, Citizens Theatre Ltd require a Development Assistant to support their vision, by providing administrative support to the Development department and supporting the Head of Development in implementing overall strategy and achieving fundraising targets. The position also requires support for Development Events as necessary.

Skills Essential

(
A University Degree or Equivalent

(
Excellent Oral and Written skills

(
Knowledge and experience of assisting with research on sources of funds and management of databases

(
Ability to organize and prioritize a demanding workload, while working effectively with minimum supervision

(
Personal experience of developing and maintaining effective relationships with individuals at different levels

(
Computer literate with proven working knowledge of relevant IT and administrative support systems including Word, Excel and Access

Desirable

(
Experience of working within a not for profit arts or charitable organization

(
A keen interest in contemporary culture, particularly theatre

(
Well presented in dress and manner

Terms and conditions

Salary ; £13,500 per annum
Hours: 35 per week

Holidays: 4 weeks per year plus statutory public holidays

Pension scheme;  A voluntary pension scheme is available
Timeline 

Employer would like to start successful candidate in September 2011 at the latest.

How to Apply

Advisers who have clients with suitable experience and attributes for this job and who fulfill the eligibility criteria should call the Glasgoworks team on 0141 204 8327 quoting Reference number: CJF79


Glasgoworks Employer Engagement Team – 0141 204 8327

c/o Glasgow Chamber of Commerce

30 George Square

Glasgow 

G2 1EQ

