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Community and Education Coordinator 
Information for Candidates 

 

 
 

 

Position:   Community and Education Coordinator 
Reports to:   Director of Community and Education 
Location:   Royal Philharmonic Orchestra, 16 Clerkenwell Green, London, EC1R 0QT 
    Option to work 2 days per week at home, subject to project requirements 
Contract:   Full-time, Permanent 
Salary:   £22,000 – £26,000 per annum, depending on experience 
Working hours:  Core hours 9:30am – 5:30pm Monday-Friday with variation when projects 

require evening and weekend work 
 

APPLICATION AND INTERVIEW DATES  

 
Application deadline:  Friday 20 May 2022, 17:00 
Interview   Wednesday 25 May 2022 
    Shortlisted candidates will be notified on Saturday 21 May 
Format of application:  Please submit a CV and covering letter explaining your suitability for the role 

via email to recruitment@rpo.co.uk. Address materials to Lisa Rodio, Director 
of Community and Education, and list “Community and Education 
Coordinator” in the email subject line. 

Application information: Please see our Guide for Applicants and our website rpo.co.uk  
 
The RPO is committed to equal opportunities and diversity in its workforce and welcomes applications from all 
sections of the community.  
 

ROLE DESCRIPTION 
 

The Royal Philharmonic Orchestra is looking for a motivated individual to join the award-winning Community 
and Education department (RPO Resound) in the role of Community and Education Coordinator. The role will 
support the smooth planning and delivery of the Orchestra’s extensive range of workshops, concerts, public 
events and participatory opportunities.  
 

In 2023 RPO Resound will mark its 30th anniversary, celebrating a history of devising and delivering meaningful 
musical experiences for people from all backgrounds and circumstances, from refugee and asylum-seekers to 
stroke survivors, school children, adults with learning disabilities, people with experience of the criminal justice 
system, families, aspiring musicians and more. Projects take a range of forms from large interactive 
performances to intensive, small group projects, and aim to achieve a range of outcomes including improved 
health and wellbeing, literacy, skills and aspirations, motivation and life chances. Devised and delivered with local 
partners, projects are bespoke, responding to needs and priorities of communities the Orchestra serves.  

ROLE 

mailto:recruitment@rpo.co.uk
https://www.rpo.co.uk/images/pdf/recruitment/RPO_Guide_for_Applicants_2021-22.pdf
http://www.rpo.co.uk/
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OUTLINE OF JOB ACTIVITIES 
 

Project Coordination 

• With support of the Director of Community and Education and Project Managers, contribute to the 
planning, administration and delivery of events and projects in London and around the UK where the 
Orchestra is resident 

• Attend meetings to plan, track and support the smooth development of projects  

• Liaise with various stakeholders involved in project work including Music Education Hubs, arts 
organisations, venues, funders, schools, community centres, youth clubs, participants and families, 
maintaining clear communication and up-to-date sharing of information 

• Manage project timetables and logistics including booking venues, preparing instruments and resources, , 
and transportation  

• Maintain accurate project budgets, keeping clear records of income and expenditure, and liaising with 
finance to raise and track invoices    

• Book musicians, artists and workshop leaders and provide them with appropriate briefs, resources and 
training in advance of project activities 

• Support Resound Project Managers and colleagues in the Marketing team to create and disseminate 
recruitment materials and information for press and online marketing 

• Create supporting resources and materials (recordings, teacher packs, repertoire information sheets) for 
projects as required 

• Create evaluation plans for projects, capturing feedback from all stakeholders, analysing quantitative and 
qualitative data, and producing summary reports for partners and funders, and to inform future practice 

• Coordinate events and projects in London and around the UK where the Orchestra is resident, including 
taking responsibility for co-ordinating RPO teams, workshops, partners and participants on project days  

• Ensure project environments are safe, risk assessed, and adhere to RPO Health & Safety, accessibility and 
Safeguarding protocols and risk assessment methods 

• Collaborate with colleagues from other RPO departments to support the smooth running of projects and 
events, including Concerts, Finance and Business Development colleagues 

 

Departmental Administration 

• With other team members, maintain the online diary system (ArtsVision) and produce the monthly 
members booking schedule for RPO Resound outlining upcoming activity and supplying information for 
musicians wishing to book onto projects 

• Produce monthly fee sheets, outlining musicians and artists requiring payment and relevant fees for review 
by the Director of Community and Education and submission to finance 

• Support the collection and analysis of monitoring statistics for all projects, producing reports in various 
formats as required for Arts Council England, the Association of British Orchestras and other sector 
purposes 

• With other team members, maintain general departmental collections, including music and scores, 
photograph and video databases, evaluation materials and testimonials, and departmental templates 

• Maintain departmental communications, fielding queries about the department’s work and responding to 
general correspondence 

• Monitor the department’s stock of instruments and resources, including organising repairs and 
replacements as required 

 

Other Duties 

• Coordinate DBS checks for employees and artists in line with the organisation’s safeguarding policies 

• Observe safeguarding and child protection, health and safety and equal opportunities policies and 
procedures 

• Be a strong advocate for the Orchestra, representing the organisation in a variety of circumstances 

• Support information gathering for fundraising applications 

• Participate in staff team activities and training 
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• Undertake any other duties as may be required 
 

PERSON SPECIFICATION 
 

Essential 

• A strong interest in and passion for music education and outreach work 

• Highly organised, including excellent administration and task management skills 

• Demonstrable ability to manage and prioritise a busy and diverse workload 

• Excellent written and verbal communication skills, and attention to detail 

• Good interpersonal skills and an enthusiasm to meet and work with new people 

• Ability to digest, record and disseminate information accurately and effectively 

• Strong Microsoft Office skills, especially Word, Excel and Outlook 

• Good numeracy skills, including the ability to work with and understand project budgets 

• An enthusiastic and self-motivated approach 

• The ability to work autonomously using own initiative, and as part of a small, committed team 

• Flexible attitude to working evenings and weekends as appropriate 

• Full driving license, and confident driving in the central London area 

• Ability to lift and carry up to 20kg 
 

Desirable 

• A relevant degree or equivalent experience working in the Arts or related fields 

• Experience of project management within arts, education or outreach settings that have a creative, 
social and artistic emphasis 

• Experience working in community and/or education settings, including with children, adolescents and 
adults of all ages and backgrounds 

• Understanding of the issues involved in working and developing projects in partnership with different 
organisations and stake holders 

• Understanding of diversity, inclusion, equal opportunities and access issues as they relate to the 
performing arts 

• Musical experience with a reasonable knowledge of western classical and/or another genre 

• Knowledge of the current landscape of music education and participation, e.g. the National Plan for 
Music Education, Social Prescribing, etc. 

• Experience of managing budgets and financial planning 

• Event production skills, including artist liaison 

• Further IT experience, including the use of music notation software such as Sibelius, basic audio editing 
software, Zoom and other programmes used in arts and culture settings 

 

TERMS  
 

• This position involves working with children and adults at risk. The successful applicant will be required 
to complete a satisfactory enhanced DBS check, including a check against the DBS children's barred list 
for England, in accordance with the RPO’s Safeguarding Policy. 

• This post requires a flexible working attitude. Some projects and events will require the post holder to 
work at locations across the UK, during evenings, at weekends, and may require occasional overnight 
stays. The RPO does not pay overtime but time off in lieu is granted at the discretion of the head of 
your department. 

• The position is entitled to 20 days annual leave per annum, increasing to 25 days after 2 years.  

• The post holder will be auto-enrolled in the RPO’s defined contribution pension scheme after a three 
month deferral period. Under existing legislation, there is an entitlement to opt out of the scheme. The 
RPO matches employee’s contributions up to a maximum of 6% salary. 

• The RPO operates an interest free loan for an annual season ticket. This is available after the 
probationary period.  


