
 

 

 

 

Application Pack - ADMINISTRATOR P/T 

3.5 days per week. £19,637 annual gross full-time salary, pro-rata (£13,716) 

Commencing: April 2020 

Deadline for applications: Tuesday 3 March 2020, 10am 

Applications must be made by email and must include: 

 A letter not longer than three sides of A4 detailing how your skills and experience meet the person and job 
specification  

 A relevant two-page CV  

 The completed References and Disclosure Form 

 The completed Monitoring Form 

Interviews will be held on Friday 6 March 2020. Shortlisted applicants must be available for interview on this date. 
Shortlisted applicants will be notified by 5pm on Wednesday 4 March. 

We value diversity at Fabrica and welcome applications from all sections of the community. We are particularly 
interested in receiving applications from candidates from a BAME background, those who identify as LGBTQ or those 
with a disability. Please let us know in your application what we would need to put in place to ensure that any access 
requirements you have are met through the interview process.  
 
Email your application to office@fabrica.org.uk stating ADMINISTRATOR in the subject bar. 

Summary of the role 

Over the past 24 years Fabrica has established a reputation for commissioning excellent artists to make new, often 
extraordinary works for our unique space and providing a wide-ranging programme of gallery events and activities that 
seeks to engage the broadest possible audience.  Annually we work with c.120 volunteers and over 50 arts and 
community partners. We hire out our lovely space for wedding parties and other gatherings, and this brings in much 
needed unrestricted funding to Fabrica. We also receive funding from Arts Council England and trusts and foundations 
to support our gallery programme and our community work. Our building, the former Holy Trinity Church is a Grade 2-
listed chapel. Built in 1817 it has stood the test of time but nonetheless, needs our regular attention.  

We have a dedicated staff team of twelve, all of whom work part-time, and nine Trustees govern Fabrica’s Board. Our 
office was extended in 2015-16 and we rent our surplus workstations out to two other arts organisations. 

The Administration Team, comprising the Administrator and the Office Manager, is the operational hub around which 
Fabrica spins: ensuring the office and building run smoothly and safely; maintaining and developing the administrative 
systems necessary for evidencing our work to stakeholders; and in being the first point of contact for Fabrica’s staff and 
tenants, contractors, service providers and our clients, partners and public. 

Overall responsibilities and hours of work: 

The Administrator is responsible for ensuring Fabrica’s office and building are run smoothly, efficiently and in a way that 
is compliant with relevant legislation.  

Working in tandem with the Office Manager, the Administrator manages the Fabrica office, ensuring it runs effectively 
and efficiently. Together with the Director and a named Trustee the Administrator also manages the building and leads 
on Fabrica’s IT, ensuring any maintenance is dealt with effectively and IT systems are working efficiently, and working 

mailto:office@fabrica.org.uk


with external contractors where necessary. The Administrator is the operational lead for Health & Safety, ensuring that 
policies and procedures are implemented effectively, and that staff, volunteers and freelancers are appropriately trained 
and compliant in relevant areas.  

As part of the role the Administrator will spend two days per week (Monday and Tuesday) in the Reception Office which 
involves being the first point of contact for staff, telephone and email enquiries and deliveries. Also part of the role is a 
half a day per week supporting the Finance Manager, processing income and outgoings. 

Fabrica operates from Holy Trinity Church, a Grade 2 listed historic building. The Administrator must be able to 
physically access all areas of the building. The gallery space is 90% wheelchair accessible, including the lavatories. The 
chancel and altar are accessed via three steps. The offices are located on two levels via stairs of varying length and 
walkways. The balcony and other parts of the historic building which are used as Fabrica’s main storage areas are 
accessed via stairs and the balcony has a raked floor.  

The Administrator is responsible for capturing organisational data for reporting purposes to Fabrica’s main 
funders/stakeholders, including event attendance and environmental performance data. 

Being proactive and organised and having good communication and people skills are essential qualities for the person in 
this role. 

 

Reporting and line management 

The Administrator will report to the Director and act as line manager for the Office Manager and Cleaner. 

Main duties: 

Office management and general administration 

 Ensuring the office environment is well presented, that answer phone messages are kept up to date, post is dealt 
with, key information is updated and displayed etc. 

 Ensuring that administrative systems are reviewed regularly and run effectively, e.g. server, operation manuals, 
files, balcony archive, key safe etc. 

 Ensuring IT systems run effectively, including updates on hardware and software. Liaising with external IT support 
contractors where required 

 With the Office Manager, providing support to the Director including expense claims etc. 

 With the Office Manager, setting up the gallery and Project Space for meetings (e.g. Board meetings; team building 
events, staff meetings, etc.) 

 Carrying out all necessary purchasing for the organisation, ensuring the office is well stocked with kitchen, cleaning 
and stationery supplies, events equipment, etc. 

 Liaising with photocopier contractor, ensuring photocopier is used effectively 

 Working with the Director, ensuring that service contracts, utilities and suppliers are reviewed regularly and 
overhead savings are made wherever possible  

 Ensuring that the Office Manager, Cleaner and office placements/volunteers carry out their duties effectively – 
including petty cash reconciliation, support with Fabrica’s database and other administrative support where 
required 

 Maintaining office calendars, ensuring paper and digital calendars are up to date 

 Manage building security, including keys and staff briefings on locking up procedures etc. 

 Managing event bookings including registration and payment 

 Recording data for reporting purposes, including event bookings and environmental performance 

 Preparing exhibition/event evaluation; archiving exhibition materials and maintaining press archive folder 

 Managing office recycling 

 Managing staff meetings 

Building management (This is supported by the Director and a named Trustee and reviewed at six-monthly meetings). 



 Carrying out regular checks of the building, noting any current and impending repair requirements 

 Managing the renewal of and compliance with all site licences including PRS, PPL, Premises Licence and Personal 
Licence (the latter in collaboration with the Director and Venue Hire Manager) 

 Ensuring the building is a safe and accessible environment with correct lighting, signage, and disability access 

 Instructing contractors to carry out routine service/maintenance and ad-hoc repairs, ensuring that Fabrica’s 
procurement policy is adhered to 

 Ensuring that information in the building/operations manual is kept up to date and that staff are kept informed 
of key information relating to the building 

 Planning for routine and cyclical repairs 

 Providing additional support to the delivery of capital projects where required 

Health & Safety 

 Inducting staff on Fabrica’s Health & Safety procedures and leading on providing Fabrica’s in house H & S training 

 Ensuring that Fabrica is compliant with relevant safety legislation e.g. gas safety, fire regulations etc. 

 Ensuring accident reporting is carried out in accordance with Fabrica’s policies 

 Overseeing the production and implementation of Risk Assessments in accordance to Fabrica’s policies 

 Ensuring that staff and freelancers are adequately trained on Health & Safety depending on their roles, including 
arranging external training where required 

 Drafting and updating emergency plans and evacuation procedures 

 Carrying out weekly fire alarm checks and regular fire drills 

 Working with the Gallery Manager to ensure volunteers are adequately trained on Health & Safety 

Finance 

 Inputting outgoings using Quickbooks 

 Drawing up Invoices 

The Administrator may be asked to carry out other duties within reason. 

 

Person specification 

Proactive. Organised. Thorough. Team worker. Good people skills, and a genuine interest in people. Ability to prioritise. 
  

Essential skills 

Good verbal and written communication 
Competency across Office IT programmes 
Organisational skills 
Customer service skills 
People Management Skills 
Working with people 
 

Essential knowledge and experience 

At least one year’s experience working in an office 
Some knowledge of Health & Safety 
Instructing and working with contractors 
 

Desirable skills and knowledge 

Experience of managing premises 
Experience of ordering goods and managing office inventories 



Experience of working on Quickbooks and/or processing Finances 
Knowledge of the arts, especially the visual arts 
Fluency in another language 
Current driving license 
 

About Fabrica  

Each year Fabrica produces:  
 Three major exhibitions between April-November  
 Short ‘live’ projects for artists to test new ideas and try out new work (e.g. Making Space)  
 A year-round film programme  
 Talks, debates and hands-on participatory events as part of a year-round educational programme for exhibition 

visitors and targeted audiences  
 An information and critical friend service for local artists  
 A volunteer programme.  

 
In terms of hiring our venue we will, in 2020-21: 

 Host 14+ weddings 

 Host 6+ Christmas parties 

 Host other events and conferences throughout the year 

 Grow Farbica’s shop offer, including online 

 Host dinners and wine tastings 

 Host 9 Drink &Draw and Friday Lates 

 Host The Great Escape 
   
Fabrica is managed by a board of nine Trustees, supported by a team of 12 staff and c120 volunteers. The team is:  

 

 Director: Liz Whitehead. Responsible for the strategic development of the organisation, artistic vision and 
programme, and associated fundraising; oversight on general fundraising and financial planning. 4 days per 
week.  

 Finance Administrator: Shonge Holdgate. Responsible for financial systems: payments, book keeping, financial 
reporting and forecasting, including presenting financial information to the Board of Trustees. 2 days per week.  

 Communications Manager: Laura London. Responsible for delivering Fabrica’s cross-media communication 
strategy. 3 days per week.  

 Audience Development Manager: Clare Hankinson. Developing the partnerships and engagement programmes 
that will attract specific targeted audiences, as well as fundraising for project delivery. 4 days per week. Lead for 
Film.  

 Commercial Manager: Elin Venner. (until 18 May then on Maternity leave for 1 year)   Responsible for managing 
Fabrica’s commercial income operation. 4 days per week.  

 Gallery Manager: Sally Connellan. Responsible for creating a safe and welcoming environment for the public 
during exhibitions. Manages the Volunteer Coordinators, and the training and development programme Fabrica 
provides for all volunteers each year. 3 days per week.  

 Administrator: TBC and Office Manager: Jemima Senior. Responsible for the smooth running of the office and 
building.  6.5 days per week. 

 Production Assistant (Creative Programme): Valerie Furnham. Supporting the Director on the siting, technical 
and functional aspects of Fabrica’s exhibitions and experimental artist projects. 3 days per week. 

 Fundraising Development Manager Elena Italia. Responsible for individual giving and via the Forever Fabrica 
membership and partnerships with businesses that can add financial value to our work. 

 Volunteer Coordinators: Ricardo Reveron Blanco, James Gasston, third co-ordinator currently being recruited. 
Responsible for managing volunteers across a range of activities.  

 Cleaner: Rosie Chapman. 12 hours per week.  
  



Staff are supported in their administrative roles by volunteers and paid interns/work placements. 
 

 


