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Choir Manager – One year Maternity Leave cover 
   Job Details
Job Ref 961



Job Summary
· This is an exciting and varied role, providing one year maternity leave cover
· Working with our choir members and volunteers to support the safe and inclusive running of weekly rehearsals as well as delivering regular gigs and outreach workshops across Brighton & Hove.  Y
· You will need to be available to attend Monday night rehearsals in Hove and ideally have experience working with vulnerable adults in partnership with others. 
· We are looking for someone with impeccable organisational skills and the ability to multitask, as well the ability to take a creative approach to delivering inclusive group activities. 
· Experience in volunteer and project/event management is desirable as is a love of music and an understanding of the positive impact of communal singing.  
Responsible To
· Head of Programmes (Choir with No Name) and Involvement Officer (BHT)
Partnership working 
· The post holder will be employed by BHT Sussex. Line management of this position is provided by CWNN, with support from BHT Sussex, through a matrix management agreement. 
Duties / Responsibilities
Member support and recruitment
· Support choir members and develop lasting positive relationships.
· Ensure safe, supportive and welcoming rehearsal, workshop and gig environments are maintained. 
· Forge and develop contacts throughout the homelessness and support sectors in Brighton, to ensure services are actively encouraging service users to attend
· Ensure that recruitment of choir members and volunteers actively seeks to create a community representative of Brighton’s diversity 
· In collaboration with volunteers, provide appropriate pastoral care, assisting choir members to identify and overcome personal challenges and maintain their place in the choir
· Signpost choir members to relevant external services and opportunities and furnish volunteers with appropriate information to do the same 
· Act as safeguarding lead for the Brighton choir, facilitating training for the community to encourage members to recognise potential abuse and support each other appropriately 

Fundraising and Communications
· Contribute to raising money for the Brighton choir, with support from BHT Sussex & CWNN.  This could include anything from putting on events, to raising money from local individuals to forging relationships with local businesses or helping with local grant applications
· Provide opportunities for choir members to get involved with communications and fundraising, offering support for members to lead their own projects where appropriate
· Be active on social media to communicate and celebrate the Brighton choir’s achievements 
· Occasionally contribute to local PR opportunities 

Volunteer Management	
· Ensure that all tasks necessary for the smooth running of rehearsals are adequately covered by volunteers from among the choir (e.g. by delegating tasks on a rota basis)
· Offer group and one to one support and supervision to volunteers
· Oversee the recruitment and induction of volunteers when needed. 

Event production
· In consultation with the Choir Director and choir members, coordinate a programme of outreach workshops within relevant communities in Brighton as set out in the annual choir plan
· With the Choir Director and choir members, arrange and promote appropriate gigs and events 



Impact measurement
· Maintain up to date and accurate records to in order to support funding applications and provide data to report back to existing funders 
· Contribute to quarterly reports for BHT Sussex & CWNN 
· Conduct an annual choir members’ survey 

Strategic Management
· Follow BHT Sussex & CWNN policies and procedures consistently, and help to keep them relevant and up-to-date
· Develop plans for the choir in partnership with choir members and organisational leads at BHT Sussex & CWNN, reflecting organisational strategies
· Ensure that plans are delivered and operations stay within budget

It is the duty and responsibility of each employee to familiarise and comply with, BHT Sussex’ health and safety policies and procedures. You are responsible for taking care of yourself to avoid injury to yourself and other persons who may be affected by your acts or omissions at work. You will be required to co-operate with BHT Sussex and others in meeting statutory requirements.
For confidentiality and data security: whilst working for BHT Sussex you may gain knowledge of confidential matters which may include manual, electronic personal and medical information about our Board Members, Staff, clients, residents or third-party contacts. Such information must be considered strictly confidential and must only be used for the purpose for which it was obtained for. Failure to observe BHT Sussex’ GDPR & Data Protection policies and procedures could lead to disciplinary action. In addition, you must comply and handle personal data securely in accordance with BHT Sussex policies and procedures, including the IT Security Policy and Computer Use Policy.
No job description can cover every issue which may arise within the post at various times and the post holder is expected to carry out other duties from time to time which are broadly consistent with those in this document.
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