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Job Description

Position:

house data admin assistant
Responsible to:
house Audience Development Manager
Contract:
7.5 hrs per week, 9 month fixed term contract
Salary:
£11.76ph
Last updated: 
January 2023
house supports venues to improve the range, quality and scale of theatre presented across South East England and is delivered by Farnham Maltings, supported by an advisory group of regional programmers and producers.  

1. Objectives and Responsibilities:

1.1 Support the house team through the timely collection and accurate recording of audience and evaluation data
1.2 Ensure the house website is kept up to date
2. Duties
2.1 Support the house team through the timely collection and accurate recording of audience and evaluation data

· Collecting the weekly sales figures (number and value) each week from each venue on a house tour from on sale to final performance date. 
· Keeping the sales spreadsheet updated and sending a weekly update to each company and the wider house team. 
· Creating, from templates, the various Culture Counts surveys for each house tour and circulating these to the house team (self), venue programmers (peers) and marketers (audience) for distribution ahead of tour dates. 
· Circulating surveys and evaluations for house events and training activities

· Ensure responses to evaluation surveys are returned to house, including when venues have used their own evaluations for a tour date. 
· Download data and collate evaluations at the end of each tour/event.
2.2 Ensure the house website is kept up to date 

· Updating venue details on the house website from forms submitted by the venues. 
· Reminding venues to submit forms when we know their information is out of date.

· Loading opportunities on to the website as received

· Loading resources on to the website and removing irrelevant ones.

   Other

The list of duties above is not exhaustive and the post holder may be required to undertake other duties as may reasonably be required from time to time.
Person Specification

	Requirements


	Essential
	Desirable

	Personal

Qualities
	· An ability to work on own initiative

· Good interpersonal skills

· A persistent approach to gathering information

	

	Knowledge and

Skills
	· Excellent communication skills, both verbal and written

· Research skills

· Computer literacy (knowledge of MS office progs)

· Excellent attention to detail
· Excellent organizational and administrative skills


	· Experience of producing evaluations for projects 
· Experience of website management


	Relevant Experience
	- Office administration
- Data management

	· Knowledge of GDPR regulations


	Additional Factors
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