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Love Music Production Coordinator, part-time

Thank you for your interest in the role of Production Coordinator with Love Music. Please
find below a job description and some background information about the position.

Terms of employment

Contract: Fixed term until end March 2028, with extension dependent on funding
Location: Mostly working from home, based in Edinburgh

Hours: 3 days / 21 hours per week (with some evening and weekend work)

Salary: £18,491 per year (£30,818 pro rata)

Annual leave: Statutory 28 days holiday per year (pro rata) (includes bank holidays)
Pension: Employer contribution at statutory rate of 3%

How to apply
Download an application form and a self-disclosure form from our website.

Complete all the sections and questions on the application form. Use as much space as
you need and keep the information relevant to this role. Do not send a CV as it will not be
reviewed. Email your completed form to ruth@lovemusic.org.uk and then send a separate
email to the same address with a completed self-disclosure form.

Application deadline
10am on Wednesday 15th July. Late applications will not be reviewed.

Interview date

Interviews will take place in person in Edinburgh on Wednesday 22nd July. You will hear
from us on Thursday 16th July to confirm whether you are invited for interview.

Starting date
We would prefer the successful applicant to start working with us in September, if possible.
At least two professional referees will be sought before the position is formally offered.

More information

If you have specific questions about the job or the application process that aren’t
answered in this document, please email Managing Director Ruth Davie on
ruth@lovemusic.org.uk.

We want to make sure that recruitment processes are not barriers for applicants, so if you
have any accessibility needs regarding any part of this process or want to discuss
alternative ways to share your relevant skills and experience, please get in touch with Ruth
on ruth@lovemusic.org.uk. If you are offered the position, we will discuss ongoing
reasonable adjustments before you start work.

Love Music overview

Love Music is a welcoming charitable organisation based in Edinburgh. Our mission is to
create and enhance opportunities for people to enjoy the social and personal benefits of
inspirational music making in their own community. We create and lead a range of projects
based in Edinburgh and across Scotland. Please visit our website to read more about our
projects. Our core principles are based around care, community and inclusion, and we
expect everyone who works with us to have compassion, integrity, and to strive towards
always making things as good as they can be in all aspects of our work.

https://lovemusic.org.uk
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About the Production Coordinator Job

Love Music has an employed team of five people, and works with a network of freelance
musicians, facilitators, technicians and event assistants. We are a friendly, hardworking,
supportive and efficient organisation, guided by an effective Board of six Trustees.

The Production Coordinator is a new role that will support a range of projects and work
directly with diverse participants. This will be a busy and varied position, requiring
enthusiasm, strong organisational skills and excellent attention to detail, even under time
pressure. The role combines production and marketing responsibilities; strength in one of
these areas with experience in the other would be an advantage. We are looking for
someone who is friendly, approachable, patient and empathetic, with experience of
community and participatory music activities.

The successful candidate will be collaborative, adaptable and committed to maintaining
and driving our high working standards. They will enjoy learning new skills, be able to
follow direction from the team, and work confidently on their own initiative. Strong
organisational and communication skills are important. A methodical approach and the
ability to follow procedures will be important in this role.

The Production Coordinator will support production planning and arrangements, ensuring
timelines, schedules and logistics stay on track. They will maintain high standards of
attention to detail, health and safety, and situational awareness when supporting
workshops and events. They will contribute to marketing plans and activity, developing
content, bringing a creative eye to drafting copy and shaping the visual presentation of
communications within our brand. The role will also support website development,
adapting approaches to suit different audiences using analytics, direct feedback and
evaluation to inform developments.

Evaluation is central to our work and is implemented continuously throughout the
development of our projects. The Production Coordinator will play a vital role in identifying
opportunities for improvement, helping to create the best possible experience for
participants. They will support internal and participant evaluation processes, procedures
and data analysis.

We are committed to creating a positive workplace where people can develop and grow.
We support professional development and can offer opportunities to build skills and
experience beyond the scope of this role where time and resources allow. Following a
settling-in period, there may also be opportunities to expand the role, depending on the
successful candidate’s interests, aspirations and capacity.

We believe that a diverse team with a wide range of perspectives and experiences
strengthens our work, increases its impact for participants, and better reflects the
communities we work with. We welcome and encourage applications from people with
protected characteristics under the Equality Act 2010. If you meet most of the criteria but
have gaps in one or two areas, we encourage you to apply and tell us what support or
training you may need.

Please read the person specification below for full details of the skills and experience we
are looking for.
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Job Description, Production Coordinator — reports to Managing Director

Primary responsibilities

= To work with and support the Managing Director, Artistic Director and project producers
on the delivery of the organisational plan

Key duties

Support all aspects of production

Support all aspects of marketing and communications

Support with EDI monitoring and reporting across the organisation

Support with environmental monitoring and reporting across the organisation
Contribute to the development of the vision, direction and purpose of the organisation

Specific tasks

Production

= Support project coordination, planning, logistics, timeline, scheduling and delivery

= Work to project timelines and event schedules

= Book venues, book technical requirements for events, and liaise with venue technical
and front of house teams

= Support with management of licencing requirements, including entertainment and child

performer licences, music publishing / copying, online broadcast etc

Liaise with artists and facilitators

Support the recruitment of project participants

Manage participants’ registrations and communications

Ensure project participants are kept up to date with plans to ensure full engagement

Keep accurate spreadsheets and attendance lists

Ensure all data is processed in accordance with the GDPR and our data protection and

privacy policy

Maintain event photo and film libraries including keeping record of media consents

Assist with creation and proofing of supporting resources

Collect data from and monitor the environmental impact of projects

Support project evaluation

Event management

= Create risk assessments in advance of events and workshops

= Manage workshops and events, ensuring smooth running, managing participants,
artists and team members, and setting up necessary tech

Provide access support for participants as necessary

Keep stock of resources required

Prepare sign in and contact sheets, signage and documentation as required

Be comfortable being the responsible person on site for workshops and events,
including deputising as responsible person for child protection, health and safety, first
aid, and fire officer duties

Marketing

= Support the creation and implementation of marketing plans for projects and events,
including drafting event copy, press releases, e-newsletters, website copy, and social
posts and submitting online listings

= Draft and proof external communications, website copy, emails, and social media posts

= Liaise with designers, printers and print distributors to publicise opportunities

Other
= Assist with other tasks to support Love Music colleagues as and when required and as
time allows
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Personal Specifications

Essential skills and experience:

= Project management experience including production, administration, marketing,
evaluation and event management

Working on community and participatory music projects

Working collaboratively with musicians and or other artists

Working on multiple projects simultaneously to tight deadlines

Forward planning skills, identifying potential challenges and positive solutions
Excellent verbal and written communication skills, a good listener

Excellent IT skills including experience of using excel, word, marketing design software
(eg. canva), website content management software (eg. wordpress)

Excellent time management and organisation skills

High attention to detail

Supporting inclusion, diversity and access

Working within a busy small team and independently

The successful candidate:

Shares Love Music’s values

Has passion for equity, inclusion and the holistic benefits of music participation
Has a positive attitude and a friendly, welcoming disposition

Is patient, with a high level of emotional intelligence and empathy

Stays calm under pressure

Is diligent

Is a quick learner and enthusiastic to learn new skills

Is based in or near enough to Edinburgh to reliably commute when necessary

An understanding of Child Protection regulations and an awareness of health and safety
issues and risk assessments would be useful, but full training will be provided.

Notes

Love Music does not have an office, and so it is expected that some of your desk-based
work will happen from your home. As you settle into your role, it will be practical and
necessary to co-work alongside team members, and we will provide the space to do that,
most likely within Edinburgh. We may decide that working together on some or all days is
beneficial for the projects, team or post-holder.

We are a flexible working organisation. Once you are established in your role, aside from
scheduled events, workshops and meetings, you will be able to set your times of work in
discussion with the teams you will be working with, providing that the tasks you need to
accomplish are done on time, your responses to queries are made in a timely manner, and
you work to agreed deadlines.

Some evening and weekend work is an expected element of this post.

Job descriptions cannot be exhaustive, and the post-holder may be required to undertake
other duties which are broadly in line with the above key responsibilities.

It is recognised that there is an inevitable ‘settling in’ period in any post. The probationary
period is an opportunity for the employee to fit within the culture of the organisation and for
the team to learn to work well together. It should also be determined during this time
whether the job is in line with expectations as expressed in pre-appointment discussions,
interview and as set out in the Job Description. As this is a part-time role, the probation
period is 6 months.

Candidates will be able to provide evidence of their eligibility to work in the UK. The

successful candidate will be subject to a Protection of Vulnerable Groups Disclosure
Scotland check.
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Privacy Notice

As part of the candidate selection process, Love Music collects and processes personal
data relating to all applicants. This data, and any data about you that we collect from third
parties (such as your referees or Disclosure Scotland as part of your PVG check) will be
stored in password protected folders. We will only use your personal data where the law
allows us to, most commonly to manage the recruitment process, to enter into a contract
with you, and to comply with any legal obligations. We may also need to process your data
to respond to and defend against legal claims. Your data will be shared with the
recruitment panel and colleagues on the Love Music team; we require all third parties to
respect the security of your data and to treat it in accordance with the law. We will retain
your personal data for as long as necessary to fulfil the purposes we collected it for; if your
application is unsuccessful this will be for a maximum of 6 months after the end of the
recruitment process. You have the right to request access to, correction of and, in some
circumstances where the law allows, erasure of the personal information we hold about
you.



