
 
requires an Administrator based in the Ty Cerdd-Music Centre Wales offices 
in the Wales Millennium Centre, Cardiff. The successful applicant will be a 
music graduate, an experienced organiser, and be computer literate; a 
working knowledge of Welsh is desirable, and a clean driving licence 
essential.  An initial one-year contract at a salary of between £14,000–
£15,000 p.a. is offered, subject to qualifications/experience. Closing date for 
applications: 12 May 2008. 
 
For further information/application form contact 
Tþ Cerdd, Wales Millennium Centre, Cardiff CF10 5AL 
tel: 029 2063 5646, fax: 029 2063 5641, or email keith.griffin@tycerdd.info   
 



Tþ Cerdd-Music Centre Wales 
 

Administrator: Job Description 
 
1  Job Purpose 
 The purpose of the work is to undertake general administrative and clerical 
 tasks which aid the smooth and efficient running of the organisation, and 
 support other members of staff in their work as agreed with the Director.  The 
 Administrator will work to the Director of Tþ Cerdd-Music Centre Wales, 
 which is a partnership between the Welsh Amateur Music Federation, the 
 Welsh Music Information Centre, and National Youth Arts Wales. 
 

2 Job Duties 
2.1 Servicing the Executive Committee and other panels and sub-committees as 
 directed; 
2.2 To maintain contact, including data base, with all relevant organisations in 
 promoting the work of Ty Cerdd; in addition to Tþ Cerdd (WAMF, WMIC and 
 NYAW) member organisations, these will include individual and umbrella 
 music bodies  (Wales and UK), schools and local education authorities/arts 
 officers, publishers, promoters, music colleges, the Wales Millennium Centre, 
 and others.  
2.3 General office duties, including dealing with general enquiries, mailing, 
 photocopying, publicity, assisting with the processing of applications, claims, 
 auditions, and any other tasks as agreed from time to time with the Director 
2.4 To maintain contact with developments in Welsh music. 
2.5 To support the activities of Tþ Cerdd-Music Centre Wales and its constituent 
 partners as agreed from time to time with the Director. 
2.6 To undertake any other duties from time to time as agreed with the Director. 
 

3 Conditions of Service 
3.1 The post of Events Co-ordinator is offered initially on a one-year contract.  

The normal working week is 37 hours (excluding lunch breaks).  Tþ Cerdd, 
where the post will be based, is normally open between 9.30am and 6.00pm, 
and there can be some flexibility within these hours by prior agreement with 
the Director.  From time to time the nature of the work will call for some 
week-end and unsocial hours working, in which case the Administrator will 
be entitled to take time of in lieu (TOIL), again by prior arrangement with the 
Director. 

3.2 The place of work will be the Tþ Cerdd office at Wales Millennium Centre. 
3.3 Annual holiday entitlement is 20 days per year rising to 25 days plus all bank 

holidays.  During the first year of employment holidays will be calculated at 
the rate of five working days for every three months worked. 

3.4 Probationary period: There is a one month probationary period. 
3.5 Notice period: One month once the probationary period has been 

successfully completed. 
 

4 Remuneration 
4.1 The salary for the post is between £14,000 - £15,000 to be paid monthly, in 

arrears, in twelve equal amounts. 
 
For further information on Tþ Cerdd, see www.tycerdd.org 
 
 
 
 
 
 



The Person 
The person we are looking for will be able to demonstrate the following skills: 
 
Essential: 
 

• Ability to work as part of a team; 
• Ability to work well under pressure; 
• Good IT skills particularly in word processing and data base in Microsoft 

Office; 
• Good organisational ability; 
• Clear written and verbal communication skills; 
• Ability to prioritise tasks and remain focussed; 
• Minute taking; 
• Ability to take direction as appropriate; 
• A clear understanding of the need for confidentiality; 
• Experience of working in an arts or community environment. 

 
Desirable: 
 

• Familiarity with Wales and the Welsh psyche; 
• Ability to work through the medium of Welsh; 
• Musical interests and experience outside the workplace; 
• Good inter-action with young people; 
• Formal arts administration training 

 
Personal Attributes: 
 

• Responsible and reliable; 
• Sense of humour; 
• Flexible approach both to work and hours of work; 
• Tact and diplomacy; 
• Willingness to use initiative where appropriate 
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T�Ô Cerdd-Music Centre Wales 
Wales Millennium Centre, Cardiff CF10 5AL 

     Closing Date: 
12 May 2008 

JOB APPLICATION FORM CONFIDENTIAL 

All envelopes should be marked CONFIDENTIAL and returned to the Director Ty Cerdd at the above address 
no later than 12 May 2008.  Receipt of applications will not be acknowledged unless a stamped addressed 
envelope is enclosed.   

Post Applied For: 

 

 
 

PERSONAL DETAILS Block letters please 
 

Surname Title: Mr  Ms  Mrs  Miss 
(please delete as necessary) 
Other (specify) 

Other names Date of Birth 

 

Address 

 

 

 

Telephone daytime 

                  evening 

 

 
e-mail 

Do you hold a current driving 
licence (please delete as necessary) 

Provisional/Full/No 
Automatic only 

Do you require a work permit? 
(please delete as necessary) 

Yes 
No 

EDUCATION, TRAINING & PROFESSIONAL QUALIFICATIONS 

School/college/university/institute/etc. Dates attended/ 
period of study 

Qualifications 
obtained 

Date 

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

Membership of professional societies or institutions 

 

 

 Registration No  Date 
 

 



C:\Documents and Settings\Les Chittleburgh\My Documents\Ty Cerdd Job Application English.doc 

 

CURRENT EMPLOYMENT 

Present/most recent employer’s name and address 

 

 

 
Job Title Current or final salary 

 

Date of appointment Leaving date if not now working 

Reason for leaving (or for seeking other employment) 

 

 

Give brief outline of your responsibilities 

 

 

 

 

 

 

PREVIOUS EMPLOYMENT 

Name and address of former  Job title and brief details  Dates Final Reasons for leaving 
employers (most recent first) of main responsibilities from to Salary  

 
 
 
 
 
 
 

     

 
 
 
 
 
 
 

     

 
 
 
 
 
 
 

     

 
 
 
 
 
 
 

     

Continue on a separate sheet if necessary 
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HEALTH 

Have you been absent from work/college/school because of illness in the last 
two years?   (please delete as necessary) 

 

Yes/No 

If yes please state the number of days you were absent No: of days  ________ 

INTERESTS  

What general interests do you actively engage in away from work? 

 

 

 

 

 

EXPERIENCE  

Please use this space to give further details of your training, experience and other skills in support of your 
application.  Please also explain briefly why you are applying for this post.  Continue on a separate sheet if 
necessary. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 TURN OVER 
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REFEREES 

Please give the names and addresses of two referees.  Both referees should have known you at work/school/ 
college and one referee should be your present or most recent employer. 

Name 

Mr    Ms    Mrs    Miss 

Name 

Mr    Ms    Mrs    Miss 

Address 

 

Address 

 

 

 

Occupation/Title 

 

Occupation/Title 

 

Telephone 

 

Telephone 

  

May we request a reference: 

- at any time                                   Yes/No 

  May we request a reference: 

- only after offer of employment 

 

Yes/No 

GENERAL 

Please give details of any criminal convictions you have had, excluding any considered ‘spent’ under The 
Rehabilitation of Offenders Act 1974 (minor motoring offences should be disregarded). 

 

 

 

 

 

Are you related to any member or employee of the Centre?                 Yes/No 

 

If yes, please give details 

 

 

 

AVAILABILITY  

If appointed to this post when would you be able to start work? __________________________________ 

 

 

 

If you have holiday or similar commitments please indicate when and for how long: 

from _________________________________________    to ________________________________________  

 

To the best of my knowledge the information on this form is correct. 

Signature Date 

 
 


