
Programme Assistant
CONTRACT: 
Permanent (subject to a three-month 
probationary period)

RESPONSIBLE TO: 
Director of Programme / Interim Co-Director

RESPONSIBLE FOR:
No permanent direct reports.

DEPARTMENT: 
Programme and Engagement

SALARY: £23,922

HOURS: 
40 hours per week (TOIL). Some weekend 
and evening work will be necessary. 

LOCATION: 
Based in the office at Chapter in Cardiff. 
We offer a hybrid model which means that 
you can also work from home when 
possible.

PURPOSE OF ROLE

We work with creative practitioners, partners and stakeholders to create a compelling 
programme across all artforms. Artists and audiences are at the heart of everything we 
do, and we foreground ambitious, experimental and accessible projects.

The Programme Assistant will provide administrative support and coordination for the 
Director of Programme and the wider programme team.

This will include administration and delivery of the visual art, performing arts and film 
programme; supporting the co-ordination of events in-venue, online and elsewhere; 
supporting relationships with artists and companies; preparing reports both internally and 
externally as required; supporting the link between programme and marketing through 
administrative assistance of the website and mailing lists; taking accurate minutes of 
meetings as required; liaising with all departments to ensure that they are up-to-date 
with the programme of activity at Chapter; undertaking occasional programme research as 
required.

The Programme Assistant is a key member of the programme team and, under the 
direction of the Director of Programme, works to deliver a cohesive, centre-wide 
programme that’s aligned to our overall artistic strategy.



ABOUT CHAPTER 

Chapter is an international centre for contemporary arts and 
culture, rooted in Cardiff. 

For more than 50 years, it’s been a catalyst for creativity and 
critical thinking, supporting artists and audiences to thrive 
and take risks. We believe that art has the power to connect 
us all and create meaningful change.

We’re a dynamic hub that produces and promotes inventive 
and compelling work that’s open and accessible to all. 
Across visual art, performance and film, we present an 
experimental, evocative and bold programme of events all 
year round. 

Alongside our public arts programme in our gallery, theatres 
and cinemas, we work behind the scenes to support 
continuous professional development, connecting deeply 
with creative practitioners to support their career paths.

We’re also creative home to 52 artists’ and companies who are based 
in our studios, offer spaces for an array of weekly and monthly 
classes, and operate a busy café bar. 

Our programme is celebrated internationally, but our role as a local 
hub is equally important. We work with and for the people on our 
doorstep to create compelling, transformative experiences connecting 
art with community. 

We believe in the power of the arts to transform lives and promote 
personal and social wellbeing. We strive for our venue and programme 
to be accessible to everyone, and welcome around 500,000 people 
through our doors every year. 



OUR IDEAL CANDIDATE

This is an exciting role within the organisation and the Programme 
Assistant works across all of our artform areas including film, visual art, 
performance and public engagement. It’s a very busy department and, as 
such, you’ll be required to be proactive, energetic, flexible and creative in 
your approach. You’ll also need to be methodical with an exceptional eye 
for detail as a large part of the role is providing administrative support and 
coordination.

You’ll be organised and have excellent communication skills and the 
ability to handle sensitive situations with diplomacy. You’ll be adaptable 
and able to work to tight deadlines, remaining calm and focused under 
pressure. You’ll thrive in a team but will also be able to work on your own 
initiative when required.

You’ll be curious and passionate about the arts and committed to 
delivering creative and engaging programmes across all artforms.

Our venue is for everyone, and we welcome applications from everyone. 
We particularly encourage those from people from a Black, Asian and 
Minority Ethnic background or who are D/deaf or disabled as they are 
currently under-represented in our workforce.

DUTIES AND RESPONSIBILITIES

• Assist the Director of Programme in the co-ordination and 
delivery of Chapter’s overall artistic programme.

• Work with the programme team in the delivery of agreed 
programmes of work, with specific responsibility for 
administration and support.

• Support the programme team through the co-ordination of 
special events in-venue, online and elsewhere.

• Develop and maintain efficient systems within the overall 
programme department using Chapter’s identified systems.

• Undertake occasional research for the visual arts, film and 
performance programmes.

• Liaise with visiting artists and companies to assist with 
enquiries and requirements including travel, accommodation 
and contractual arrangements.

•
• Assist with reporting for stakeholders and funders.

• Keep accurate minutes of programme and external meetings 
as required and circulate in a timely manner.

• Staff events and exhibitions as required. 

• Deliver occasional introductions and/or guided tours relating 
to programme as required by the programme team.

• Support the development and ongoing maintenance of 
Chapter’s archive.

• Liaise with all departments and staff in Chapter as necessary 
(Front of House, Marketing, Technical, Finance) to ensure that 
everyone is up to date with programme activity.



••

MISCELLANEOUS

• To be familiar and comply with all relevant health and 
safety, operational, personnel, customer care, data 
protection, equal opportunities and financial 
procedures, in particular ensuring that all statutory 
obligations are complied with, especially in relation to 
licensing laws.

• Any other duties as reasonably requested by the 
Director of Programme.

SPECIAL CONDITIONS

• The working week is Monday to Friday, but you’ll be 
expected to take a flexible approach to support 
regular evening events and weekend activity for which 
you’ll need to adjust your work pattern in agreement 
with the Director of Programme. Occasionally you may 
be asked to work away from Chapter at other events, 
festivals and networking meetings.

• This job description is not intended to be exhaustive. 
The post-holder will be expected to adopt a flexible 
attitude to the duties which may have to be varied 
(after discussion with the post-holder) subject to the 
needs of the organisation, and in keeping with the 
general profile of the post.

• Liaise regularly with the marketing team to support 
the communication of our artform activity, special 
events and projects, paying close attention to 
identifying new audiences.

• Process financial information, petty cash, invoices, 
etc and keep departmental accounts. Liaise with 
Finance Department to ensure accuracy and 
compliance regarding company protocols.

• Manage enquiries and liaise with the Hires 
Department to co-ordinate bookings across 
programme spaces.

• Champion diversity, equity and inclusion and work 
with the wider Chapter team to remove barriers to 
access and attendance.

• Other duties relating to the programme which may 
be required by the Director of Programme.

DUTIES AND RESPONSIBILITIES



• Knowledge of and enthusiasm for contemporary performance, 
film and visual art.  

• Some experience in the coordination and delivery of 
contemporary public programmes. 

• Ability to prioritise, meet objectives and work to deadline.  
• Excellent organisational skills and impeccable attention to 

detail.  
• Passionate about supporting creative practitioners and 

making their work accessible to audiences via varied 
programme pathways. 

• Energy and desire to learn new skills, develop knowledge and 
work flexibly to support the creative sector in Wales. 

• Exceptional communication skills and the ability to develop 
relationships with a range of colleagues, stakeholders and 
audiences.  

PERSON SPECIFICATION 

As Programme Assistant for Chapter, you’ll need to demonstrate the following competencies. We’re aware 
that you may not have all the desired skills and experience and we’ll provide support and training for 
areas where you may need to grow into the role.

ESSENTIAL

• Computer literacy with experience of Microsoft Office Suite 
including Excel and Word.  

• Commitment to equitable and inclusive working practices.  
• Passionate about the engagement and development of 

diverse audiences.
• Ability to work as part of a team and independently, remaining 

calm under pressure. 
• Highly motivated, flexible and adaptable.  
• Supportive team player.  

DESIRABLE 

• Welsh communicator  
• Experience of using CRM systems such as Spektrix 



BENEFITS 

We’re a relaxed and friendly employer, offering hybrid working and flexible 
hours. Staff benefits include:

• 5.6 weeks of holiday per annum, including bank holidays, pro rata for
part-time positions

• Two free cinema tickets a month

• Free lunch when working in the building

• 20% off food and drink in the café bar

• Welsh at Work scheme

• Contributory pension scheme to which you will be auto-enrolled
(subject to the conditions of the scheme). The scheme enables you
to save for your retirement using your own money, together with tax
relief and contributions from the company

• Enhanced maternity and adoption pay, after a year’s service

• Access to an Employee Assist Programme

• Complimentary tea/coffee

• Support for continuous development

• Eye Care for DSE

• Secure bike racks

• Staff parking

• Staff socials




