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	Project Title:
	Dumfries and Galloway Cultural Partnership Engagement and
Communications Administrator

	Contract Type:
	Freelance Commission, Location of contract is Dumfries and Galloway
The contractor will be working remotely from home, with in person and hybrid attendance at Cultural Partnership meetings and events across Dumfries and Galloway.


	Project Owner:
	DG Unlimited on behalf of the Dumfries and Galloway Cultural Partnership and Dumfries and Galloway Council

	Contract Management:
Workflow Supervision:
	DG Unlimited Creative Director
Principal Officer Arts and Museums, Dumfries and Galloway Council


 
	1 
	INTRODUCTION

	DG Unlimited, on behalf of the Dumfries and Galloway Cultural Partnership, is seeking a suitably qualified and experienced individual for the role of Dumfries and Galloway Cultural Partnership Engagement and Communications Administrator.
The key elements of the role are:

· To expediently and accurately provide engagement, communications and administration duties to support the work of the DG Cultural Partnership, specifically to provide support at meetings, events, and as agreed by the Partnership.
· To undertake general comms and administrative duties including processing and preparation of correspondence, papers, and reports, and the management of digital filing systems used by the DG Cultural Partnership.
· To update the DGCP website with news and information and to manage and administer the DGCP email inbox.
· To file and archive material as required using the DG Cultural Partnership filing and information systems. 
· Working with the Cultural Partnership Partners to ensure the DG Cultural Partnership is supported in a timely and accurate fashion.
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	BACKGROUND

	
The Dumfries and Galloway Cultural Partnership (DGCP) is a region wide collaboration working to bring together people, organisations, and ideas from across the arts, heritage, and creative sectors. 
The DGCP is not an organisation, it is a partnership made up of four founding members: Dumfries and Galloway Council, DG Unlimited, Dumfries and Galloway Museums and Heritage Network and South of Scotland Enterprise. We are a connector and amplifier helping people, projects, and places work better together across the cultural landscape.

DG Unlimited supports the contract commission in support of, and as part of its strategic work for the DG Cultural Partnership. Dumfries and Galloway Council support the workflow.
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	Specification 

	Key activities
· Being the first point of contact to respond to specific enquiries for the Cultural Partnership efficiently and accurately. 
· Support the work of the Cultural Partnership: Administration and communications, taking and preparing minutes and reports and preparing and distributing other related correspondence.
· Work with the DGCP to develop and deliver engagement activities and events for the sector.
· To undertake general administrative duties including processing and preparation of correspondence, papers, and reports, and the management of digital filing systems used by the DG Cultural Partnership.
· To file and archive material as required using the DG Cultural Partnership filing and information systems.
· Use MS Office Suite applications and other relevant software to prepare letters, reports, presentation and minutes and any other complex documentation as required.

Knowledge and Experience 
· An understanding of the national and regional cultural sector (arts and/or heritage) is essential.
· Experience of WordPress and MS Office 360, particularly Word, Excel, PowerPoint, One Drive, remote meeting software e.g. Teams or Zoom, and operating computer-based information systems is essential.
· Experience in the production of formal public sector agenda, minutes, report writing and briefings is essential. 
Skills – essential 
· High level of written and spoken communication, with a strong working knowledge of public sector administrative protocols for reporting and minutes.
· Understanding of Spreadsheets, Word Processing and Database systems.
· Knowledge of performance management.
· Ability to use own initiative in a flexible role.
· Ability to work under pressure and complete deadlines.
· Commitment to achieve high standards of customer service.
Other
· Effective IT skills, particularly Microsoft Office.
· Commitment and passion for culture.
· Willingness to work flexibly and travel. 
· Candidate must have their own laptop/IT equipment.
· This role involves regular travel to multiple locations, some of which are not accessible by public transport. A driving licence is desirable, but we welcome applications from candidates who can meet the travel requirements by other means and reasonable adjustments will be considered in line with the Equality Act 2010.
· Candidate must have their own freelance public liability insurance.

	
a) Outputs and Milestones


	
On behalf of the Partners:
Respond efficiently and accurately to enquiries for the Cultural Partnership

Provide direct administrative support to the DG Cultural Partnership

Engagement, communications and administration relating to the Cultural Partnership, in support of and as agreed by the Cultural Partnership.	

	
b) Fees and Costs


	Payment 

Contractor will receive payment of £150 per day (8-hour day) for this role paid by DG Unlimited on behalf of the DG Cultural Partnership. 

Contract Commission is: 3 days per week, up to a maximum of 144 days, paid each calendar month. The contract is for one year/12 months from the commencement of the commission.

Payment will be made on receipt of a monthly invoice, made out to DG Unlimited. These invoices will place full responsibility on the contractor for declaring this income to HMRC. 
DG Unlimited processes freelance invoices on the 19th of every month. Invoices will be approved by the DG Unlimited Creative Director for payment.

Travel and subsistence expenses, pre-agreed with the DG Unlimited Creative Director for any work undertaken in relation to the Cultural Partnership consistent with DG Unlimited’s scheme of expenses, 0.45p per mile. DG Unlimited Freelancer Expenses are processed monthly in arrears. Receipts are required for all claims. Expenses cannot be paid in advance. 

The DG Unlimited Creative Director and the DG Unlimited Treasurer authorise and process all freelance invoices and expenses. 
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	ADDITIONAL INFORMATION

	Contracted days
The contractor will be contracted for 3 days each week.

Location of contract is Dumfries and Galloway
The contractor will be working remotely from home, with in person and hybrid attendance at Cultural Partnership meetings and events across Dumfries and Galloway.

Duration
Contract will terminate 12-months from date of appointment or prior provided written notice (4 weeks) is given by DG Unlimited on behalf of the Cultural Partnership, or by the contractor.

The contract delivery will be reviewed on a quarterly basis and commence upon satisfactory delivery of workflow. This agreement shall terminate immediately in the event of a breach to the Code of Conduct of Dumfries and Galloway Council or failure to adhere to the Standing Orders for meetings as determined by the DG Cultural Partnership, and by Dumfries and Galloway Council.

	5 
	SUSTAINABILITY

	
The contractor will be expected to comply with best practice in relation to sustainability and Carbon reduction in line with the Cultural Strategy and the Council’s Climate Emergency Action Plan.








DG Unlimited - Dumfries & Galloway Chamber of the Arts, Charity No SC044658
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