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About Sage Gateshead
Sage Gateshead is an international music centre with two auditoriums and a rehearsal space all with
world class acoustics, a 25 room Music Education Centre, bars, restaurant, café, shop and public
space creating a ‘town square’ for anyone to enjoy for free.
From our iconic Foster + Partners building on the banks of the Tyne, the charity works across the whole of
the North of England. We are home to the UK’s leading chamber orchestra Royal Northern Sinfonia, a multigenre programme of events & festivals featuring musicians from across the world, a junior conservatoire
training the next generation of musicians, an extensive programme of music for social impact, evening
and day-time classes for people of all ages and a multi-genre artist development programme.
At Sage Gateshead all genres of music have equal status and we believe passionately in international
level excellence and the imperative of inclusion. Some of the musicians we have worked with recently
are Kamasi Washington, KT Tunstall, LA Master Chorale, Terry Riley, John Grant, Nightmares on Wax,
Maarju Nuut and St Petersburg Philharmonic Orchestra.
In 2019/20, we presented around 500 events for a live audience of 500,000, 6.6 million people heard
our work via stream or broadcast and 430,000 visited our building, including national and international
visitors. Each year we support over 200 musicians through our artist development programme and we
work with c. 20,000 children and young people and 20,000 adults in our creative learning programme.
We provide employment for over 400 people, In our first decade, our economic impact was £283
million.
We are for audiences, for artists, for the North and for the long-term. Everything we do is guided by
our values: Creative, Diverse, Focused, Leading, Responsible.

A Future for Live Music
2020 has been a challenging year for the cultural sector as a whole and has threatened the performing
arts across the country, including Sage Gateshead. The Covid-19 pandemic presented us with huge
challenges. In April 2020, we faced a staggering £10m drop in revenue and a seven-figure deficit. We
have weathered the first phase of this crisis because of the great support from our audiences and
donors to our 3-year, £3m Crisis, Recovery and Renaissance campaign, alongside emergency
government funding, and a team restructure which saw us lose many valued colleagues. This Crisis,
Recovery and Renaissance campaign is so named as a statement of our aim to play an active role in
the region’s recovery and to get back to providing world class music and learning for people from all
walks of life.
Under the wider banner of A Future for Live Music in the North East, we are planning for the future. We
have moved our work with young people and musicians online, offered support to people in local
communities, created a Digital Stage and are just embarking on a new series of socially distanced live
performances. Beyond this we are talking to our audiences and communities about ambitious artistic
plans which put culture at the heart of the region and its recovery. We are also partners in a major
development of the site next to our building, which will lead to the creation of a unique cultural,
entertainment, business and leisure campus, turning the whole of Newcastle Gateshead Quays into a
high-profile destination. Building on 15 years of success, this promises to be a new era for Sage
Gateshead.
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Working at Sage Gateshead
Sage Gateshead is a cultural charity and one of the biggest employers in Gateshead. Our team includes
our full-time orchestra Royal Northern Sinfonia, over 100 tutors, musicians and music leaders, an
administration and operations team and a large group of casual Front of House team members.
We believe Sage Gateshead is a great place to work – a creative and friendly environment, where no
two days are ever the same. We invest in training and support for our team and we offer a range of
company benefits aimed at promoting well-being, goodwill and an engaged workforce:
Annual leave of 25 days pa pro rata plus statutory holidays
Sick pay – after 6 months’ full pay for 6 weeks rising in steps to full pay for 6
months after 3 years’ service
We provide an auto enrolment pension through Scottish Widows where the 			
employee contributes 5% and Sage Gateshead contributes 3% making a total
contribution of 8%
Ticket, café and car park discounts at Sage Gateshead
Bike to work scheme & Travel ticket scheme providing loans for annual travel
passes
Voluntary health care cash plan through HSF, eye test scheme, support in
promoting and maintaining positive mental health

Working in the North East
If you are reading this pack and are not based in the North East of England, you might be considering
what it would be like to move to the region for this role. First you’d be in good company – people in all
parts of the Sage Gateshead team have moved to the region for their roles and to join one of the country’s
biggest cultural charities. From members of our orchestra, musicians and tutors to our Managing Director
and right across our administration team, we’re full of people who have discovered the North East in
taking a role with us.
When talking about why the region is a great place to live and work, the quality of life in Newcastle
Gateshead always comes up first. It is the ultimate 20 minute city in a region which gets lots of sunshine
and not very much rain! 15 minutes from the city centre are stunning beaches up the coast and the
Northumbrian hills. Newcastle City and Gateshead borough offer a really wide range of living options from city centre, suburban through to rural living, all within 10 minutes of Sage Gateshead. It is one of the
most affordable places to live in the UK, has a great gastronomic scene, great sports, nightlife, parks and
public spaces and of course a fantastic cultural scene, of which we are a part.
All of this means work/life balance is much easier than in bigger centres and family life is a really
important part of the region’s culture. Of course everyone finds their own version of a place’s culture, but
one characteristic which almost everyone agrees about is that people are incredibly friendly and there is
a strong sense here of wanting to ensure things are fair and inclusive for everyone.
If you are considering this post and do not currently live in the region and would like to speak to someone
about what it’s like to live here, do let us know. We can arrange for you to talk to someone about it. We
recognise that it’s a big step and we recognise that you may now know what it would be like.
If you apply and are offered the role and this requires you to move, we’ll help with an induction to the
region as well as induction to the organisation.
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Sage Gateshead Values
Sage Gateshead’s success comes from the work of the teams who deliver the objectives of the
organisation. Teams are made up of individuals who each bring a different set of skills, knowledge and
experience which collectively contribute to achieving team and organisational success.
Sage Gateshead is committed to promoting a diverse and inclusive community - a place where we
can all be ourselves and succeed on merit.
Sage Gateshead have five core values, these are:

Creative – in outlook and championing creativity and learning, particularly for
Children & Young People, developing new ideas and open to change, in our
organisation, our artists, our music and our audience
Diverse – in our music and our programme, our audience and our workforce
Focused – on being professional, commercial and entrepreneurial to help deliver
our mission
Leading – there is excellence in all we do, in the music sector, in the local
community and throughout our work
Responsible – for our decisions and accountable for our actions

Diversity and Inclusion
You will be welcomed at Sage Gateshead and will find an inclusive environment where different views
and experiences are valued, and everyone is able to be themselves.
We recognise and understand the importance of diversity and inclusion and want our workforce to be
representative of the audiences, people and communities we serve.
Sage Gateshead has a range of family friendly, inclusive employment policies, flexible working
arrangements, employee engagement forums, facilities, and services to support all employees.
Sage Gateshead is a unique place where artists come to perform, develop work, teach, where audiences
from a wide range of backgrounds come to hear, make and participate in all genres of music and we are
an active participant in communities in the North.
It is our policy that all applicants and employees receive equal treatment irrespective of sex, race,
disability, sexual orientation, religion or belief, age, marital status or civil partnership, pregnancy/maternity
or gender reassignment. We are a Disability Confident employer and positively welcome applications
from disabled people. We support flexible working and job-shares.
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In Harmony Programme Assistant (Part Time Job Share)
Deadline for applications: 9am Friday 30 July 2021
Department & Team: Creative Learning/Young People's Programme/In Harmony
Location: North East
Working Hours: 3 days per week (Job Share) Weds/Thurs/Friday - Some evening and weekend work
may be required
Salary: SCP 17-21 £18,304.00-£20,803.00 - Pro rata salary for 3 days (£10,982.00-£12,481.00)

Position in Organisation
Reports to: In Harmony Programme Manager
Works in conjunction with: In Harmony Programme Assistant (job share) and Young People's
Programme Team

Overall purpose of the role
Young People’s Programme (YPP)
Children and Young People (CYP) are a top focus for Sage Gateshead across our programmes of
activity.
This programme focuses on CYP developing their skills as musicians, producers, and leaders. Artistic
work for young people as audiences is made within other parts of our programme. YPP includes two
strands which develop young people as musicians, producers, and leaders:
• YPP - our programme for CYP aged 4 - 25 to develop skills as musicians. This includes our Young
Musicians Programme (YMP) (early years, open access and advanced, including our Centre for
Advanced Training), In Harmony Newcastle Gateshead and training for Music Leaders;
• Schools, Further Education, Arts Award and Artsmark, supporting schools to actively engage with
Arts Award, Artsmark and the Cultural Education Challenge and our Level 2 and 3 Music courses
in partnership with Gateshead College;
We work in collaboration with Sage Gateshead’s Young Programmers Group, Music Education Hubs,
Culture Bridge North East, and other partners to develop young artists and increase musical, personal,
and social outcomes for CYP.
Programme information
In Harmony is a national initiative that aims to inspire and transform the lives of children through
community-based orchestral music-making. This immersive programme improves the life chances of
children and young people in the West End of Newcastle, by increasing confidence, wellbeing,
resilience, and educational attainment. By working in partnership, In Harmony helps build stronger
communities, generating pride, hope and aspiration.
The In Harmony Programme Assistant will be part of a small and supportive team and provide
administrative and practical support at Hawthorn Primary School and Bridgewater School in the west
end of Newcastle.
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Responsibilities and Duties
Programme Development:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Contribute to programme planning sessions and other team meetings as required;
Work with the In Harmony Manager and other team members on programme development;
Provide administrative support to In Harmony activities, projects, and events;
Ensure efficient financial administration including raising invoices and purchase orders; ordering
and collecting petty cash; purchasing resources; tracking spend;
Book travel and accommodation and prepare travel itineraries;
Prepare schedules and itineraries as required;
Provide occasional administrative support to meetings, including room booking and resources,
booking catering, preparing papers, agendas and taking minutes;
Ensure databases and records are kept up to date and current, this requires being trained to be
fully competent in the use of CRM systems, Tessitura and Artifax;
Assist with the promotion and marketing of Creative Learning activities, including creating e-flyers,
bulletins and other promotional material;
Attend relevant planning and operational meetings as required;
Organise the regular auditing and maintenance of instruments and accessories;
Organise the running of the music library system, including printing and collation of sheet music
and resources;
Support the smooth running of sessions, including ensemble set ups, IT and PA requirements,
instruments and accessories;
Support the pastoral care in relation to after school activities.

General:
• Advocate for North Music Trust, specifically In Harmony, at meetings and events as required;
• Accept appropriate individual responsibility for the observance, promotion and implementation of
relevant policies with the Trust;
• Contribute to ensuring appropriate safeguarding and pastoral care for children, working closely
with relevant colleagues to maintain consistency and high standards;
• Undertake other duties appropriate to the post and in line with the needs of the organisation.
Other duties:
All other duties as may reasonably be required:
• Undertake other duties appropriate to the seniority of the post and in line with the needs of the
organisation. This may involve presenting, acting as a strategic lead on a cross- organisation
initiative or peer reviewing for other ACE NPO organisation, for example.
• Accept appropriate individual responsibility for the observance, promotion and implementation of
Health & Safety, Safeguarding, Customer Care, Inclusion, Equity and Diversity, Discrimination,
Bullying and Harassment and all other policies with the Trust.
• Where relevant, ensure appropriate safeguarding is in place for CYP and adults at risk, working
closely with relevant colleagues to maintain consistency and high standards
• Work efficiently and to the highest standards within the organisation’s systems and administration
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Person Specification
Experience
Essential
• Relevant experience working in administration
Desirable:
• Experience of working in an arts and cultural organisation
• Experience of using Data Management Systems
Knowledge and Skills:
Essential:
• An interest in music, arts, and education
• Proficient in Microsoft tools including Word, Excel, and PowerPoint
• Excellent organisational skills, with ability to manage a complex workload and prioritise effectively
• Accuracy in data input, word processing and spreadsheet use
• Ability to work as part of a team
• Positive and professional approach to work
• Excellent problem-solving skills, showing initiative and a can-do attitude
Desirable:
•
•
•
•

Safeguarding and child protection in education contexts.
A basic musical knowledge and understanding of classical music
Finance monitoring skills
Skills and confidence in communicating with people from a diverse range of backgrounds
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How to Apply
Applications should be made on a North Music Trust online application form. Please let us know if
you need any adjustments or support to apply for this role. We will consider any reasonable
adjustments that you may need if you are successful in being appointed to this role.
We regret that CV’s cannot be accepted. If you have any queries about your application please contact
recruitment@sagegateshead.com
Completed applications should be returned no later than 9am Friday 30 July 2021.

Selection Process: Guidance for Applicants
Most roles with Sage Gateshead require you to complete and submit an application and equal opportunity
form this is to ensure we collect the same information from all applicants. We occasionally ask for a CV
and cover letter to be submitted when recruiting into certain roles. Regardless of the format for the
application please be sure to read the advertisement for each role provided.
Our application forms are provided through Survey Monkey online via our jobs page.
When you find a job you’d like to apply for don’t start filling in the application form straight away. Take
some time to prepare: read the advertisement, the job description and person specification s o t hat
you can refer to the specific skills and qualities that we are seeking as you complete the form. Gather
together all the information you’ll need, including details of your academic achievements, employment
history and contact information for your referees.
Please don’t leave any blanks in your application on Survey Monkey, this is important as blanks can
mean your application is submitted incomplete and may not get put through to the short-listing stage. If
there are any sections which do not apply to you, simply respond with ‘not applicable’ or ‘n/a’.

Supporting Information
Please ensure when completing this part of the form, you refer to the skills and experience section from
the Personal Specification of the Job Description.
Write a well-structured, well-argued case demonstrating you are the right person for the job, giving
clear short paragraphs identifying how your experience meets each of the criteria. Ensure you sell
yourself, demonstrating your skills, experience and past achievements using examples when you
have demonstrated the skills required for the role. We also recommend you state clearly why you
are interested in working for Sage Gateshead as we may ask questions relating to all your supporting
information during the interview to check what you have told us.
Proofread your application as you progress as once you leave the page you cannot return to it, check for
any spelling or grammatical errors, which may not be picked up by an automatic spell-checker.

Eligibility and Right to Work in the UK
It is a criminal offence to seek employment and certain voluntary work if not legally eligible to work in
the UK. Under the Asylum and Immigration Act it is a criminal offence to employ a person unless they
are British citizens, Commonwealth citizens with right of abode in the UK, citizens of any country in the
European economic area, or a person with current and valid permission to be in the UK or who qualifies
for a category specified by the Home Secretary where employment is allowed.
Successful applicants will be asked to present the relevant documents to demonstrate their eligibility
to work in the UK. More information can be found at www.ind.homeoffice.gov.uk
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Safeguarding children, young people and vulnerable
adults
We are committed to safeguarding and promoting the welfare of children and young people and
expect all those that work with us to share this commitment. We operate a robust safeguarding
framework and continuous assessment and development to support safer working practice across our
workforce.
Our roles are subject to a safer recruitment process which includes relevant background checks and
the disclosure of criminal records, sanctions and investigations where appropriate. This position is
eligible for an Enhanced DBS with a check of the Children’s Barred List.

Equal Opportunities Monitoring
Sage Gateshead aims to be an equal opportunities employer, and it is our policy all applicants
and employees receive equal treatment regardless of sex, race, disability, sexual orientation, religion or
belief, age, marital status or civil partnership, pregnancy/maternity or gender reassignment.
Recruitment and selection procedures will be monitored to ensure that individuals are selected and
treated based on their relevant merits and abilities.
In addition, we use a system of anonymised short-listing.

References
We ask for the details of two referees, one of whom should be your present or most recent employer,
the other could be someone who knows you in a work related, voluntary or academic capacity. Both
referees should be able to comment on your suitability for the post applied for.
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