
	  

	  

	  

 

 

 

 

 

Recruitment pack 
Access and Administration Assistant 
Applicants via Kickstart programme only 
 

 



In this recruitment pack 
• Introduction 
• About this job 
• Responsibilities 
• Person specification 
• About Spare Tyre 
• How to apply 

 

Introduction 
We are looking for an Access and Administration Assistant to work with us 
for six months to support our participatory theatre programme and the 
smooth running of our company.  

This job is supported by the Government’s Kickstart scheme. 

Important requirements to apply for Kickstart scheme: 

• Be between 16-24 years old 
• Must currently be on Universal Credit 

Please note: You must be referred via the Job Centre. This is the 
criteria of the Government’s Kickstart Scheme and not set by Spare 
Tyre. 

 

About this job  

The Access and Administration Assistant will work alongside our small 
core team consisting of Artistic Director (Joint CEO), Executive Director 
(Joint CEO) and General Manager. They will also support the work of our 
broader team of specialist freelance artists.  

The principal purposes of the job are to:  

1. Support the smooth running the company, both in the office and in 
rehearsal/ on tour.  

2. Provide access support for artists and participants and creating 
accessible communications.  



Subject to the latest COVID regulations, we envisage the successful 
candidate’s time being split between our office at The Albany in the London 
Borough of Lewisham and our rehearsal and performance venues. The 
successful candidate will fulfill the duties outlined below and will have 
significant opportunity to learn about inclusivity in the arts, especially the 
production of accessible communications such as Easy Read documents 
and audio description of videos.  

Projects the candidate is likely to be involved in include a multi-sensory 
theatre show for learning disabled adults and our COVID Cafes programme 
of workshops for people experiencing long COVID symptoms.  

Throughout the position, the role will be supported by our accessible 
communications lead, Rose Chorlton (General Manager) and receive 
mentoring from our Executive Director. The job is suitable to those 
interested in pursuing a career in theatre, creative industries or the arts with 
a focus on inclusion, diversity and accessibility. 

 

Responsibilities  
Access support  

1 Captioning videos;  

2 Recording audio versions of website pages and other documents Audio 
describing videos;  

3; Creating Easy Read documents ;  

4 Creating a standard photo database of images for use in our Easy Read 
documents  

5 Understanding and arranging access support for staff, freelancers and 
participants, including transport and support workers where required  

6 Assist with creation and distribution of social stories  

Administration and operations  

1 Updating company diary and holiday schedule;  

2 Small purchases for office (e.g. stationery);  



3 Respond, forward, organise and archive telephone messages and 
emails; 

4 Update Sharepoint online workspace and Lamplight database;  

5 Organise online image library;  

6 Help with smooth running of the office  

Rehearsal room support (occasional)  

1 Acting as runner for Artistic Director;  

2 Purchasing small items;  

3 Occasional assistant stage management duties;  

4 Liaison between artistic team and office. 

General  

1 Being a committed member of the company willing to take on a wide 
range of responsibilities as necessary to ensure the successful 
development of projects and the smooth running of a small-scale 
organisation;  

2 To advocate for and implement the creative case for diversity across the 
organisation;  

3 To participate in, support and help develop the ethos of safeguarding 
practice in all aspects of the company’s activity;  

4 To embed sustainability into all aspects of the company’s work;  

5 To undertake training as requested by Senior Team. 

 

Person specification 
Essential skills and experience  

1 Experience of working with people from a broad range of backgrounds 
and communities;  

2 Experience using a variety of software and computer programmes;  



3 Excellent organisational skills;  

4 Strong communication skills;  

5 High level of attention to detail;  

6 Ability to manage own calendar, prioritise a varied workload and work to 
deadlines  

Desirable skills and experience  

1 Understanding of the issues affecting people with learning disabilities/ 
older people/ women who have experienced violence and/ or other 
marginalised groups;  

2 Experiencing of using database and/ or CRM software.  

Personal attributes  

1 A demonstrable commitment to access and inclusion in the arts;  

2 Passionate about amplifying the voices of people under-represented in 
arts, culture and society’s decision;  

3 Confident, proactive communicator;  

4 Commitment to safeguarding, data protection and retaining confidential 
information  

5 A willingness to work occasional flexible hours and travel as necessary. 

 

Key details 
Number of hours per week 25 

Length of contract 6 months 

Working pattern and contracted hours The candidate should be able to 
work 3 days per week, with specific days each week to be discussed with 
the company. The remaining hour would be used for weekly reflection, 
mentoring or development. 

Hourly rate of pay London Living Wage £10.85/ hour plus 5% pension 
contribution 



 

About Spare Tyre  
 
‘We want to work with people who want to change the world’ – 
Rebecca Manson Jones, Spare Tyre Artistic Director (Joint CEO) 
 
"It was a unique, multi-sensory experience. Our members and support 
workers fed back that they felt they were part of the experience and 
never seen anything as engaging and accessible." Michelle Kitch, 
Kingston Mencap 
 
“Spare Tyre has fearlessly explored difficult territory, ahead of these 
issues 
being talked about more widely in mainstream discourse.” 
Elizabeth Lynch, Arts Producer & Theatre Research Fellow Birkbeck 
 
Spare Tyre is a leading participatory theatre company that seeks to reflect 
society, challenge its prejudices and make life equal.  

We create theatre with people that are under-represented in arts and 
culture and society’s decision-making at large. Built on more than 40 years 
experience, our work is participatory, collaborative, immersive, taboo-
busting and above all responsive to the passions and talents of the people 
who make it.  

Our projects visit traditional arts venues, community centres, care homes 
and online spaces. Meanwhile, we run and amplify creative campaigns that 
reflect the values and passions of our artists and participants.  

Our current creative partnerships are with groups supporting:  

• women who have experience of violence and abuse  
• learning disabled and neurodivergent people  
• people living with dementias and their carers.   

We are also starting to work with participants who experience long term 
health conditions, including long COVID. 

 



 
 
Some words often used to describe Spare Tyre include… 
 

 

 

 

 

 

 

 

 

 

How to apply 
Still Interested? – we like you already! 

To apply send the following to Rose Chorlton (rose@sparetyre.org): 

• Completed application form (available here) 
• Monitoring and diversity form (available here) 

If you require this pack in an alternative format, or would like to make an 
application in a video format, please let us know by emailing: 
rose@sparetyre.org or calling our office on 0208 692 4446 (ext. 273) or 
calling/ texting 07598 142 058. 

Spare Tyre is intersectional by nature, anti-racist, inclusive, experimental 
and planet-loving by choice. We are committed to building a diverse 
workforce and welcome applications from individuals from all backgrounds.  

Deadline: Friday 2 July, 2021 

Interviews: W/c Monday 5 July, 2021  


