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This is an opportunity for 
someone who wants to 
play a significant part in 
the progress of a thriving, 
dynamic and creative 
company based in Leeds 
and working nationally 
and internationally.

Hello

We are so pleased that you are interested in 
this post. If you don’t already know us – East 
Street Arts is a creative social enterprise and 
charity. We have a track record of transforming 
urban environments by commissioning a range 
of UK and international artists to work with 
communities to re-imagine public spaces.

Our work can be seen on buildings, as part 
of the high street and in neighbourhoods and 
you can find more information on our website 
eaststreetarts.co.uk. We also deliver a range 
of projects which use the arts to drive social 
change and improve the lives of people from 
diverse communities.

Founded by two artists 28 years ago we 
continue to be led by Karen Watson and Jon 
Wakeman as Artistic Directors, a staff team 
over 20 and a range of freelancers working 
across a diverse range of activities and 
projects.

This is an opportunity for someone who wants 
to play a significant part in the progress of a 
thriving, dynamic and creative company based 
in Leeds which works locally, nationally and 
internationally. If you are someone who is 
committed to working with some of the most 
vulnerable, diverse and hard to reach in the city 
and working to change their lives using creative 
interventions, then this is the role for you!

We are interested in hearing from people 
who have an understanding and experience 
of supporting communities that experience 
barriers to opportunities. Demonstrating 
empathy and care for those that you have 
worked with, is key to this post.

Cover letter
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We encourage applications from those with less 
visibility in the arts. We specifically welcome 
applications from LGBTQIA+, Disabled, 
neurodiverse and racialised communities. 
Self-definition is at the sole discretion of the 
applicant.

We are happy to make reasonable adjustments 
to our recruitment process, interviews and of
course the way we work and our workplace to 
adapt to the needs of any employee
experiencing access barriers. If you’re 
interested in this role, but aren’t sure if it is
for you, you are welcome to contact us for an 
informal conversation. We can tell you a
bit about what it is like to work here, and you 
can ask any questions you need to before
committing to applying. 

Otherwise, read on and apply! We can’t wait to 
hear from you.

Karen and Jon



East Street Arts has been working with artists and 
arts practitioners to deliver a range of arts and 
adult learning programmes to specific and diverse 
communities and audiences. Over the past 28 
years, we have delivered thousands of hours of 
learning in communities through arts engagement 
and adult learning programmes. In the past two 
years and throughout the pandemic, we have 
focused our learning activities on the work we 
were doing through the Neighbourhood Plan 
and with the project specific activities especially 
working with our closest neighbours, the residents 
of Mabgate, Burmantofts and Lincoln Green. 

We are also taking the time to explore other 
models of adult learning and you will be supporting 
our work in this area. You will be working on our 
recently funded adult learning programme, The 
Creative You! Lifeskills project which aims to use 
a creative learning approach to engagement. We 
aren’t interested in one size fits all approaches to 
our work with people and communities. Our work 
is increasingly socially-engaged and co-created, 
which means we love projects which happen with 
people (rather than at them!) This project aims to 
build on the work we have been doing with the 
East Leeds neighbourhoods. 

Creative You! LifeSkills Project supports 
unemployed and inactive residents living primarily 
in the Mabgate, Burmantofts and Lincoln 
Green neighbourhoods and surrounding areas 

Project Coodinator 
Role overview
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We will deliver 
a programme of 
participatory arts 
activities, digital capability 
upskilling, practical 
skills in job search using 
creative engagement 
strategies and workplace 
experiences with 
participants.

of Harehills and Gipton to find pathways to 
employment using arts engagement activities, 
support, mentoring and advice, alongside the 
development of a range of lifelong skills to make a 
successful transition into the labour market.

East Street Arts will deliver a programme of 
participatory arts activities, digital capability 
upskilling, practical skills in job search using 
creative engagement strategies and workplace 
experiences with participants. We will use the 
creative education approach to learning and 
provide practical experience in the creative arts 
and hospitality to develop a range of transferable 
skills and knowledge which are useful in the 
workplace, build their self-esteem, confidence, 
articulation, communications skills and to signpost 
them to sustainable support routes to social 
inclusion, training and/or employability. The 
programme will engage participants in weekly 
sessions, hands-on activities, 1-2-1 mentorships, 
work placement and shadowing. 

We aim to work with people ages 18 and over who 
are unemployed and/ or economically inactive of 
all racial and cultural backgrounds, including those 
who are over 50s who need relevant employability 
support, and the socially isolated and the hardest 
to reach people living in the Burmantofts, Lincoln 
Green, Harehills and Gipton areas. 

At the end of the programme, we aim to ensure 
that the project participants have a clear 
progression route to searching for jobs, accessing 
further training to improve employment prospects 
or in employment. 

The project is funded by East Leeds Community 
Led Local Development (CLLD)/European Social 
Fund (ESF).
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Report to: Business Development Lead

Team: Working alongside the Employment Support 
Coordinator

Key relationships: Executive Producer, 
Communicator, Engagement Team, Convention 
House Team and Artist Development Coordinator 
(Spaces).

Purpose of the Job

To coordinate the delivery of the Creative You! 
LifeSkills Project supporting the pathway to training 
and employment opportunities for the inactive and 
unemployed residents of Burmantofts and Lincoln 
Green neighbourhoods and surrounding areas of 
Harehills and Gipton. 

To achieve positive outcomes through participation 
in the programme of activities being delivered. 

To monitor progress towards targets as negotiated 
between East St Arts and the funding body (East 
Leeds CLLD/ESF). 

This is an excellent opportunity to have a real 
impact in the work we do with the residents of 
Burmantofts and Lincoln Green neighbourhoods, 
Harehills, Gipton and surrounding areas.

Main Duties 

• Coordinate, deliver and monitor the Creative 
You! LifeSkills Project with the support of the 
Employment Support Coordinator, ensuring its 
implementation and delivery and that the core 
targets/outputs of the project are met:

• Coordinate and set up the venues and sessions 
from initial contact through to the completion of 
the project.

• Coordinate the recruitment and enrolment of 
project participants.

• Develop and coordinate the timetables for the 
sessions.

• Contract and deploy freelance practitioners and 
resource persons delivering the sessions.

• Supervise and support the delivery of the 
sessions, providing in-session support to 
each cohort of participants along with the 
Employment Support Coordinator.

• Coordinate and track the distribution of the 

Key responsibilities 

learner journey toolkit to participants.

• Ensure the smooth running of the project and 
deal with any issues appropriately.

• Carry out risk assessments for all workshop 
spaces and activities and ensure the project is 
delivered within Health and Safety Guidelines.

• Be a point of contact for participants, 
organisations and practitioners.

• Integrate the Creative You! LifeSkills Project 
sessions with the relevant East St Arts events 
programme (i.e., Neighbourhood Plan activities 
and Convention House resources).

• Coordinate and implement the evaluation 
framework. Use the data to inform and support 
the progression routes into employment, job 
search or training, implement lessons learnt and 
measure overall success of the project.

Relationships and Partnerships

• Ensure a positive relationship with the key 
funder: East Leeds Community-Led Local 
Development, Leeds City Council.

• Maintain high quality assurance procedures 
(i.e. up-to-date paperwork, evaluation methods, 
data collection of finances, outputs, outcomes, 
impact). Ensure all data is kept up to date. 
Ensure key outputs are being met in relation 
to numbers of people engaged and outcomes 
achieved as have been agreed by East St Arts 
and the funders. 

• Responsible for the preparation of data required 
by the funders and producing of quarterly 
reports for the funders.  

• Support the Project Team to manage the project 
expenditure and budget information.
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Communications

• Ensure the project is well documented and all 
data fed back to the communications team

• Attend meetings/events to promote and recruit 
participants to the project. 

• Assist the Communications team to develop 
marketing materials for recruitment, participants 
progress and achievements and any other 
milestones. 

• Work with the Employment Support Coordinator 
to explore alternative ways of promoting the 
project, recruiting participants, stakeholders and 
collaborating organisations. 

• Work with local stakeholders to raise the profile 
of the project in Burmantofts and Lincoln 
Green neighbourhoods, Harehills, Gipton and 
surrounding areas. 

Managing practitioners, assistant practitioners 
and resource persons

• Support the recruitment and contracting of 
art practitioners, assistant practitioners and 
resource persons. 

• Arrange and oversee group and individual 
meetings with art practitioners and assistant 
practitioners.

• Ensure payment of invoices for freelance 
practitioners and any employment related 
issues.

• Manage the timetables for art practitioners, 
assistant practitioners and resource persons. 

• Supervise, observe and support the art 
practitioners, assistant practitioners and 
resource persons where possible and 
necessary, and reporting back appropriately.

• Attend all training sessions and act as support 
and supervisor of the participants to ensure 
their full participation in the training.

Additional Duties

• Maintain personal and professional development 
to meet the changing demands of the job and 
participate in appropriate training activities.

• Undertake health and safety duties as required 
by the post and/or as detailed in the East Street 
Arts Health and Safety Policy.

• Answer phone calls and other enquiries on 
behalf of the organisation if necessary

• Attend the East Street Arts staff meetings 
where possible.

• Share the responsibility for the upkeep/
re-organisation of workshop spaces with 
Employment Support Coordinator and other 
staff.

• Undertake any other duties as required by, 
and agreed with, the line manager, and adjust 
hours of work as may be reasonably required, 
which are consistent with the general level of 
responsibility of this job.

Notes

East Street Arts reserves the right to alter the 
content of this job description, after consultation 
to reflect changes to the job or services provided, 
without altering the general character or level of 
responsibility.

The duties described in this job description must 
be carried out in a manner which promotes equality 
of opportunity, dignity and due respect for all 
employees and service users and is consistent with 
the Eat Street Arts’ Equal Opportunities Policy.

This job is likely to require working with vulnerable 
and at risk young people and adults, you will 
therefore need to complete an Enhanced DBS 
check. You declare if you have any convictions, 
bind-overs or cautions, even if they are spent under 
the Rehabilitation of Offenders Act 1974. If you 
disclose a conviction, it does not necessarily bar you 
from appointment.



Terms of employment

Salary: £17,280, part time at 27 hours per 
week. (full time salary £24,000 per annum)

Type of Contract: Fixed term,12-month contract.

Our office is open Monday to Friday, 9am - 5pm 
although activities will necessitate some
evening / weekend commitments and travel.

East Street Arts base is at: Patrick Studios, St 
Mary’s Lane, Leeds, LS9 7EH.

Annual leave is 25 days a year pro-rata’d 
excluding bank holidays.

Probation period: 3 months

Notice period: 2 months

Person specification
Essential

• Experience in successfully managing and 
developing adult learning programmes in 
community settings.

• Experience managing and coordinating 
art engagement and learning projects in a 
community setting.

• Demonstrable experience in managing a 
team.

• Strong project planning and management 
skills

• Knowledge of safeguarding and promoting 
the welfare of young people and adults at 
risk.

• Excellent written and verbal communication 
skills.

• Excellent IT skills.

Desirable

• Experience developing positive working 
relationships.

• Experience managing resources and project 
budgets. 

• Ability to prioritise a demanding workload.

• Working with hard-to-reach communities. 

• Working knowledge of jobseekers and 
employment support services and schemes.

• Experience working in a digital learning 
environment.

• Proactive, enthusiastic and willing to take on 
a wide range of tasks.

• A creative and flexible approach to work.

7





9

How to apply

Deadline:
12 noon on Friday 26 November 2021.

Pre application
If you are interested and would value an 
informal conversation about how it may suit you
at this stage in your career, we would love to 
hear from you. 
Please contact Melody Walker (Business 
Development Lead) on;
melody.walker@esamail.org.uk 
or on 
0113 248 0040 to arrange a call.

Submitting an application
Please complete the attached application form 
and submit to: rosena.stevens@esamail.org.uk

Before starting your application, please do take 
a read through and contact us if anything is
unclear or if you need support in making your 
application.

If you would prefer to make an application by 
video or voice recording, it should be no longer
than 5 minutes and provided as a google link.

In the video, please tell us:
• Your name, postal address, phone number 

and email address

• Why are you interested in this role and 
contributing to the work of East Street 
Arts?

• What skills, knowledge and experiences do 
you have that are relevant to the role?

• Describe how you have helped hard 
to reach communities or individuals to 
overcome any barriers to learning or 
accessing help that changes their lives?

• What is your understanding of using arts-
based approaches to offer routes to engage 
adults in learning, skills development or 
overcoming social barriers? 

• Your top three professional achievements 
and why you’re proud of them?

We do offer all of our team members training, 
mentoring, networking and other support – so if 
there are areas of the job you’re not completely 
confident with, let us know and we can work 
out ways of supporting you better.

Recruitment and selection process

Job interviews will be a day in the week 
commencing Monday 6 December 2021. 

If a date during this week is a problem for you, 
please let us know in your application. If invited 
to interview, we will ask you if you need any 
reasonable adjustments. This includes
reimbursing reasonable expenses incurred 
within the UK.

Interview questions and process will be 
distributed in advance, in order to give you
time to prepare. 

We will aim to let all candidates know the 
outcome of their interview by the end of that
week.



making space for artists

registered charity 1077401
eaststreetarts.org.uk

@eaststreetarts


