
 
 
 
 

 
Putting culture at the heart of Gloucester for the good of all 

 

 
Registered Charity Number: 1177489 

c/o Gloucester City Council, Herbert Warehouse, The Docks, Gloucester GL1 2EQ 
www.gloucesterculture.org.uk  

E: hollie@gloucesterculture.org.uk // T: 01452 396946 // @GloucesterCT  

 
 

Job Description 

Project Assistant: Creative Entrepreneurs 

Gloucester Culture Trust 

 

Job role:  Project Assistant: Creative Entrepreneurs  

Reporting to: Programme Manager: Developing Creative Entrepreneurs 

 

Job Purpose: The role is to support the development and running of Gloucester’s creative 

entrepreneurship programme. 

 

About Gloucester Culture Trust  

Gloucester Culture Trust (GCT) has been set up to deliver and drive forward Gloucester’s 
ambitious Cultural Vision & Strategy, 2016-2026. 

Our goal is to make Gloucester a better place to live, work and play. Gloucester is 
changing, things are happening, but we have not yet realised our cultural potential. We 
want our city to be known for its distinctive culture: innovative and excellent, quirky and 
edgy, diverse and community-based with a strong focus on young people. 

To support this strategic development, Gloucester Culture Trust (GCT) is delivering a 
three-year, £3.1million project called Great Place, a programme of cultural development, 
devised by GCT on behalf of Gloucester City Council and funded through the National 
Lottery.  Gloucester is one of 16 places across England that have collectively been 
awarded £20million to put arts and culture at the heart of our communities.  

The overall aim of the programme is to transform the range, quality and richness of cultural 
activity and infrastructure in Gloucester, for the benefit of the whole community and to 
ensure that investment in arts and culture has the biggest possible impact on local 
economies, jobs, education, community cohesion and health and wellbeing. 

Partners include the Gloucester City Council, University of Gloucestershire, Marketing 
Gloucester, Create Gloucestershire, Gloucester Cathedral and many others.  

More information about GCT, the Great Place project and the full Culture Strategy can be 

found on the Trust’s website at gloucesterculture.org.uk 



 

 

 

Background and Purpose 

There are seven streams within the Great Place programme.  One stream is to develop 

creative entrepreneurs.  Our vision is to create in Gloucester an exemplar resource for 

incubating new cultural talent.   

The objective of the workstream is to enable people from Gloucester and beyond to 

pursue their ambitions, not only in relation to cultural performance in all its diverse forms, 

but also in relation to the management, servicing, organisation and curation of a rich 

portfolio of cultural programming.   

It will focus on young people in particular, drawn both from students/graduates of the 

University of Gloucestershire and from across the community in Gloucester, equipping 

them with the skills and know-how to achieve sustainable employment as cultural 

entrepreneurs and animateurs as well as performers.   

The purpose of the role is to support the Programme Manager in delivering the goals of 

the workstream and benefit creative entrepreneurs in the city.   

Key Duties and Responsibilities 

▪ To assist in the running of the creative entrepreneurs’ workstream 

▪ To assist in the successful set up and day to day operation of a new creative 

entrepreneurs’ hub 

▪ To provide administrative support for the strand and wider GCT where appropriate 

▪ To guide hub users and visitors to appropriate support 

▪ To be the first point of contact for general enquiries about the strand 

▪ To ensure the strand’s online presence is up to date and engaging, including 

updating the website and creating and sharing content for social media  

▪ To assist the Programme Manager to develop a network of creative people in 

Gloucestershire 

▪ To support the Programme Manager to deliver a programme of events and 

workshops, including occasional evenings and weekend work  

▪ To work with and assist the GCT team in successfully achieving the overall vision 

and goals of the Great Place programme 

▪ Work within guidelines, procedures and policies provided by GCT 

▪ To represent GCT as an ambassador for culture across the city 

▪ To provide project support for GCT’s work as part of Gloucester Great Place 

▪ Any other duties as required and appropriate within the scope of this role 

This is a new role within a new and developing organisation and therefore this job 

information cannot be all encompassing. It is possible over time that the emphasis of the 

job may change without changing the general character of the job or the level of duties and 

responsibilities entailed. This process will be reviewed in consultation with the post holder 

and is also an opportunity for the post holder to develop their skills and bring their own 

interests and experiences to the role. 



 

 

 

Person Specification: Experience, Skills & Qualities 

Essential 

▪ Personable manner with the ability to build strong working relationships, creative 

networks and to work in partnership; able to work with others towards shared goals 

▪ Excellent IT and administrative skills including MS Office and confidence with online 

programmes and applications 

▪ A proactive, can-do approach  
▪ Experience of running events or exhibitions 
▪ Highly motivated with an ability to manage own workload and work independently to 

deadlines 
▪ Strong organisational skills and attention to detail 
▪ Excellent interpersonal and communication skills, both written and in person, with 

the ability to tailor tone and approach to suit the context 
▪ Experience and proven capability of using a wide variety of social media and the 

application of digital technologies in the cultural sphere 

Desirable 

▪ An understanding of Gloucester’s current creative and community landscape 

▪ An understanding of and enthusiasm for the UK’s creative and cultural industries 

and the benefits they bring to people and places 

▪ An understanding or experience of co-working environments, entrepreneurship and 

enterprise 

▪ Experience of administering public grant funding, including accurate financial 

record-keeping, monitoring and evaluation 

▪ Experience of generating digital content for a wide variety of social media platforms 

▪ Experience of setting up new systems and procedures  
 

Salary:  The total fee/salary for this role is £19,500 per annum. 

Contract: This role is offered as a one-year fixed term contract from 1st April 2019 until 

31st March 2020. The contract may be extended, subject to business requirements and 

funding.  

 

Hours: We anticipate this contract will be full-time. There is however some flexibility as to 

number of days worked, working hours and location; we are happy to discuss this at 

interview. The majority of working hours are expected to take place during office hours, 

based in the hub (once the location for the hub is fixed) and/or at GCT’s office in central 

Gloucester. Occasional weekend or evening working will be required e.g. for events. 

Recruitment timetable     

▪ Closing Date for Applications: 12noon, Friday 25th January 2019  

▪ Interviews: Thurs 7th February 2019 

 



 

 

How to apply   

Please complete and return the application form, setting out how you meet the essential 

and desirable requirements of the post. Please also complete the Equal Opportunities 

monitoring form and include details of your two referees. 

Your application form should be sent to James Garrod, Programme Manager, Gloucester 

Culture Trust at james@gloucesterculture.org.uk no later than 12 noon on Friday 25th 

January 2018.  

All candidates: Your application form will be used to assess your ability to meet the 

requirements of the role, so you should explain how you meet the essential and desirable 

requirements within your supporting statement as well as your reasons for applying.      

Candidates who consider that they have a disability: Reasonable adjustments will be 

made to the job, job requirements or recruitment process for candidates with a disability.    

If you consider yourself to have a disability you should indicate this in your application, 

providing any information you would like us to take into account with regard to your 

disability in order to offer a fair selection interview. Wherever possible and reasonable we 

will make adjustments and offer alternatives to help you through the application and 

selection process. If you have indicated that you have a disability in your application you 

will be guaranteed an interview if you clearly demonstrate in your supporting evidence how 

you broadly meet the essential requirements of the role.      

Thank you for your interest in working with Gloucester Culture Trust. 

 

This post is funded through the Great Place scheme, supported by the National Lottery through 
Arts Council England and the Heritage Lottery Fund. 

Gloucester’s Great Place project is managed by Gloucester Culture Trust. 

 

 


