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	Music Centre



The University of St Andrews Music Centre provides musical opportunities for the University's staff and students and for the wider community in East Fife. It offers instrumental and vocal teaching and a wide range of instrumental and vocal ensembles, and hosts a busy programme of concerts and other events by both professional and student performers. The Music Centre benefits from a close collaboration with the internationally renowned Scottish Chamber Orchestra, who are the University's Orchestra in Residence: the SCO gives five concerts per season at the Younger Hall and its members regularly visit to give chamber concerts, masterclasses and to work with the Centre's community orchestra. Other annual highlights of the Music Centre's programme include our new festival, St Andrews Voices, a staged opera production, an international tour by St Salvator's Chapel Choir, and a series of professional chamber concerts hosted in collaboration with the St Andrews Music Club. Many of the Music Centre's opportunities are open to everyone, from absolute beginners to experienced musicians. Though the University does not offer a full degree programme in music, the musical scene is very lively and increasing numbers of talented musicians are choosing to come and study and make music here.
The Music Centre is currently staffed by a full-time Director of Music and University Organist, and a part-time New Music Coordinator and Music Technology Coordinator, supported by an administrative team consisting of a part-time Music Centre Manager, a full-time Concerts, Performance and Events Administrator, and a further full-time administrator and administrative assistant. Instrumental and vocal teaching and ensemble coaching are offered by a team of approximately thirty freelance teachers, with additional input from our distinguished Honorary Professors in voice, strings, piano, organ, conducting and jazz. There are also undergraduate academic modules in music, offered in conjunction with the University's School of Philosophical, Anthropological and Film Studies.
For further details please see www.st-andrews.ac.uk/music 
The Scottish Chamber Orchestra is dedicated to the performance, creation and appreciation of music throughout Scotland.
An orchestra of 37 players, it is one of Scotland’s five National Performing Arts Companies.  The SCO gives concerts across Scotland, throughout Britain and overseas; records; broadcasts and, through SCO Connect, runs a programme of concerts and workshops in schools and the wider community.
The Orchestra promotes regular winter seasons in Edinburgh, Glasgow, St Andrews, Aberdeen (with RSNO), and Perth (with the BBC SSO and RSNO).  It also undertakes many engagements throughout Scotland and promotes annual summer tours to the Highlands and South of Scotland.  The SCO is one of Scotland’s most travelled arts organisations with regular international touring.
An innovative orchestra, the SCO works to encourage the creation and performance of new music and, in collaboration with other arts organisations, explores cross-artform work.

Administration Structure

The Orchestra’s administration consists of 20 full-time members of staff. It is headed by the Chief Executive to whom the departments of Concerts Management, SCO Connect (Creative Learning), Marketing, Sponsorship & Fundraising, and Finance report.

SCO Connect (Creative Learning)
SCO Connect is a small and exciting department whose work lies at the heart of the Orchestra.  The mission of SCO Connect is to provide opportunities for people of all ages and backgrounds from across Scotland to get closer to the music of the SCO. To achieve this, SCO Connect creates and delivers a diverse and constantly evolving portfolio of high quality music education and outreach projects across Scotland. These range from large education concerts featuring internationally acclaimed soloists and workshop leaders, to smaller workshops in which people from disadvantaged sectors of the community get the chance to make music with SCO musicians.

The SCO Connect team comprises the director and 2 full-time SCO Connect Officers, focusing on education, and community and outreach. The SCO Connect director leads the department, and is also a member of the senior management team of the SCO, participating in the formulation of wider strategy and policy for the Orchestra. The SCO Connect officers work with the director to shape the direction of the department and the portfolio of projects, and are responsible for the day-to-day management of most of the projects.
The successful applicant for this post will be based in the Music Centre, but will also work very closely with SCO Connect. He/she will be required to work for some periods of the year at the SCO offices in Edinburgh – particularly in August when he/she will be asked to contribute to the Orchestra’s marketing and planning work for the new season.
The Music Centre/Scottish Chamber Orchestra Graduate Trainee will report jointly to Michael Downes, the University’s Director of Music, and Lucy Forde, Director of SCO Connect.

The job description for this role is attached below.

	Job Description




	Job Title:  Music Centre/Scottish Chamber Orchestra Graduate Trainee
School/Unit:  Music Centre
Reporting to: Director of Music/Director of SCO Connect
Job Family:  Managerial, Specialist & Administrative
Duration of Post:  12 months (1 August 2016 to 31 July 2017)

	Working Hours: 36.25, full-time, to include some evening and weekend work.
Grade/Salary Range: 3/£18,212-£20,989 per annum
Reference No:  CG1371SB
Start Date: 1 August 2016 or as soon as possible thereafter
Interview date:  Tuesday 8 March 2016
NB – this post is available only to recent graduates (2014-2016) of the University of St Andrews


	Main Purpose of Role


The Music Centre and the Scottish Chamber Orchestra (SCO) seek a Graduate Trainee for a period of twelve months from August 2015. The Graduate Trainee will report jointly to the University Director of Music and to the Director of SCO Connect (the SCO’s Creative Learning department) and will work on a range of projects with both organisations, but with particular emphasis on developing projects in St Andrews associated with the SCO’s ongoing and highly successful residency at the University. 

This Graduate Traineeship is a challenging yet rewarding role, as it will provide a real opportunity to enrich the lives of people through music, and to shape the direction of the SCO Orchestra in Residence programme at the University of St Andrews. It also provides substantial opportunities for training and personal development.

The Scottish Chamber Orchestra (one of the world's best orchestras of its type) has been Orchestra in Residence at the University since 2009, making St Andrews the only Scottish University and one of very few in the UK with a professional orchestra in residence. In addition to the SCO's regular programme of orchestral concerts in the Younger Hall, activities undertaken as a result of this residency have included workshops and masterclasses (benefitting both University students and members of the wider community, including pupils from local schools), pre-performance talks and other educational events, coaching for University ensembles from members of the Orchestra, a special series of early-evening chamber concerts, and StAFCO (the St Andrews and Fife Community Orchestra), a unique initiative offering student and amateur players of all standards the opportunity to work alongside members of the SCO.
The Graduate Trainee’s main responsibility will be to facilitate, administrate and develop this programme of activity, working under the close guidance of both organisations. In addition, the Graduate Trainee will undertake some work on other projects undertaken by each organisation independently. For the Music Centre, this is likely to include clerical, administrative and publicity work on the following:
· Byre Opera’s staged production of Janacek’s The Cunning Little Vixen (in association with MacOpera), to be performed in St Andrews and other venues around Scotland in summer 2017
· the Easter tour by St Salvator’s Chapel Choir

· St Salvator’s Chapel Choir’s programme of pre-entrance auditions in venues around the UK
· Concert and tour management for the St Andrews Chamber Orchestra
· ‘Strings in Spring’, the Music Centre’s chamber music course, and the Organ and Choral Summer Schools, all of which are open to members of the public as well as students

· the Music Centre’s ongoing programme of professional chamber music concerts, organised in collaboration with the St Andrews Music Club
For the SCO, the Graduate Trainee will assist the Director of SCO Connect and her colleagues with project management and administration, marketing and development of relationships with key stakeholders.  He/she will be responsible for managing the delivery and supporting the administration of a wide portfolio of projects, primarily focusing on education and community projects based in St Andrews and Fife. The Graduate Trainee will also assist members of the Connect team with projects based in Edinburgh and possibly other parts of Scotland.   
SCO projects the Graduate Trainee will be involved in, in addition to those associated with the residency at the University, are likely to include the following:
· Education and outreach workshops and activities connected to family concerts (Edinburgh and Glasgow)
· Scrapers and Tooters – orchestral weekends for amateur musicians 
· Secondary school projects
· SCO VIBE fusion orchestra for young people 
	Key Duties and Responsibilities


Examples of the sort of tasks that the Graduate Trainee’s work is likely to include are the following:

· Working with SCO Connect and the Music Centre to develop the Orchestra in Residence programme at St Andrews, and acting as a key channel of communication between the University and the Orchestra

· booking musicians for performances and confirming details of rehearsal arrangements with them

· ensuring that everything is in place for rehearsals to run smoothly

· liaising with designers and printers on the production of publicity materials

· distributing publicity materials around town, and liaising with newspapers, websites and local organisations to help publicise the Music Centre’s events more widely

· liaising with other Music Centre staff on front-of-house arrangements for performances in St Andrews

· liaising with venues outside St Andrews about the arrangements for external performances

· writing to classical music Trusts to seek financial support for Music Centre projects (particularly the opera production)
· Developing relationships with key stakeholders in Fife
· Managing and providing administrative support for a range of SCO Connect projects
· Supporting the marketing of projects via print and web based material, including website maintenance, social media activity, and press engagement
· Supporting the monitoring and evaluation of each project
· Working with the Director of SCO Connect and her team to develop ideas for future education initiatives.
Special Requirements: 

Naturally, many of the tasks associated with this role will fall outside office hours, so the Graduate Trainee will need to be available to work at evenings and weekends when required. 

Please note that this job description is not exhaustive, and the role holder may be required to undertake other relevant duties commensurate with the grading of the post.  Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.  

	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)


	Education & Qualifications 

(technical, professional, academic qualifications and training required) 


	Graduate of the University of St Andrews
Passion for and wide knowledge of classical music 
	Academic and/or practical qualifications in music
	Application form

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Administration experience

	Project management in the arts, event management
Knowledgeable about music and arts particularly in a workshop context

Understand classical music

Creative, with the imagination to devise new projects
	Application form and interview

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Highly organised with proven ability to work quickly and efficiently under pressure, deliver to deadlines, and manage multiple projects at once.
An excellent written and oral communicator at all levels with good interpersonal skills

Computer literate, with working experience of Microsoft Office software

Full, clean driving licence.
	Experienced in the use of social media
Experienced in maintaining websites and e-mail based marketing

Experienced in photo/film editing
	Application form, interview and references

	Other Attributes/Abilities 

(if applicable) 
	Able to respond sensitively to the needs of project participants
	Sensitive to the needs of professional orchestral musicians
	Interview


Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the shortlisting stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When shortlisting, these criteria will be considered when more than one applicant meets the essential requirements.  

	Other Information  


Interviews will be held on Tuesday 8 March 2016
We encourage applicants to apply online at www.vacancies.st-andrews.ac.uk/welcome.aspx, however if you are unable to do this, please call +44 (0)1334 462571 for a paper application form.  

For all applications, please quote ref:  CG1371SB
The University of St Andrews is committed to promoting equality of opportunity for all, which is further demonstrated through its working on the Gender and Race Equality Charters and being awarded the Athena SWAN award for women in science, HR Excellence in Research Award and the LGBT Charter;  http://www.st-andrews.ac.uk/hr/edi/diversityawards/. 

The University of St Andrews is a charity registered in Scotland (No SC013532).

	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.
You are required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.
You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint.

	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and the third oldest in the English speaking world. 

Situated on the east coast of Scotland and framed by countryside, beaches and cliffs, the town of St Andrews was once the centre of the nation’s political and religious life.

Today it is known around the world as the ‘Home of Golf’ and a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than 30% of the local population.

The University of St Andrews is a diverse and international community of over 10,500, comprising students and staff of over 120 nationalities. It has 8,200 students, just over 6,600 of them undergraduates, and employs approximately 2,540 staff - made up of c. 1,190 in the academic job families and c 1,350 in the non-academic job families.

St Andrews has approximately 50,000 living graduates, among them former Scottish First Minister Alex Salmond and the novelist Fay Weldon. In the last 90 years, the University has conferred around 1000 honorary degrees; notable recipients include Benjamin Franklin, Rudyard Kipling, Alexander Fleming, Iris Murdoch, James Black, Elizabeth Blackadder, Tim Berners-Lee and Hillary Clinton.   

The University is one of Europe’s most research intensive seats of learning.  It is the top rated University in Scotland for teaching quality and student satisfaction and among the top rated in the UK for research. The 2008 Research Assessment Exercise judged 94% of the University’s research activity as internationally recognised with over 60% world leading or internationally excellent.

St Andrews is consistently held to be one of the United Kingdom’s top ten universities in university league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide. In the 2014/15 Times and Sunday Times Good University Guide, St Andrews is ranked 3rd in the UK, behind only Oxbridge. The same guide has named St Andrews its Scottish University of the Year in 2013 and 2014. The University has eight times been named the top multi-faculty university in the UK in the National Student Survey – a direct reflection of the quality of teaching, assessment and facilities. In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. In the 2014 Times Higher Education World Rankings St Andrews is 14th in the world for International Outlook, 33rd for research and teaching in Arts and Humanities and 81st for Citations. It is ranked 111th overall in the Times Higher Rankings and 88th in the QS University World Rankings. 

Its international reputation for delivering high quality teaching and research and student satisfaction make it one of the most sought after destinations for prospective students from the UK, Europe and overseas. In 2012 the University received on average 12 applications per place. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

The University is closely integrated with the town. The Main Library, many academic Schools and Service Units are located centrally, while the growth in research-active sciences and medicine has been accommodated at the North Haugh on the western edge of St Andrews.

As the University enters its seventh century, it is pursuing a varied programme of capital investment, including the refurbishment of its Main Library and a major investment in its collections, the opening of a research library, the development of a major arts centre, the refurbishment of the Students’ Union, and the development of a wind-farm and green energy centre to offset energy costs.

