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 Administrator Music Generation Galway County 
PERSON SPECIFICATION

Galway and Roscommon ETB, on behalf of Music Generation Galway County seeks to employ an Administrator to assist the Music Development Officer with the organisation, promotion and day-to-day running and delivery of performance music education
 services provided by Music Generation Galway County.  The ideal candidate will have a relevant qualification and a passion for music in all its forms, for its promotion and development and first rate IT, communication and organisational skills.
The role of Music Generation Galway Administrator offers a unique opportunity for someone dynamic to join Galway and Roscommon ETB at a time of exciting change in the music education landscape in Ireland.

ESSENTIAL CRITERIA:

To qualify for appointment candidates must have:

· Leaving Certificate or an equivalent qualification;

· A recognised office administration qualification or equivalent experience in arts/music administration;

· Qualification or experience in computer office applications including: Word Processing, Spreadsheets, Databases, Website/Content Management Systems, Email, Internet, and experience of using/updating Social Media sites such as Facebook, Twitter and YouTube.

DESIRABLE CRITERIA:

· A relevant third level qualification in education or the arts or membership of an artistic organisation;

· Business studies/information systems/technology qualification;

· A minimum of two years’ post-qualification experience in clerical and administrative

systems gained in an office or relevant administration environment;

· A minimum of one year’s experience working in a music/arts context.

CORE COMPETENCIES REQUIRED:

Teamwork

· Demonstrates the ability and initiative to work well as part of a team

Planning, Organising and Delivery of Results

· Demonstrates the ability to plan, manage and deliver all areas of work in a thorough and organised manner

Communications Skills

· Demonstrates the ability to listen, respond and communicate effectively

Drive & Commitment

· Demonstrates the ability to consistently strive to perform at a higher level and deliver a quality service

Specialist Knowledge, Expertise and Self-Development

· Is committed to self-development and continuously seeks to improve personal performance
The successful candidate will:

· Have excellent communication skills, written, telephone and interpersonal;
· Have excellent organisational, administrative, business and IT skills, with a high level of attention to detail;
· Demonstrate a passion for and understanding of music and the Music Generation

Programme;
· Have the ability to work well under pressure and to multi task;
· Demonstrate willingness to work flexibly, outside normal office hours, as required.
� Music Generation focuses on the provision of performance music education – that is, the breadth of vocal and instrumental learning in all genres and styles of music. This includes all pedagogical approaches and practices appropriate to particular musical cultures and traditions, and is delivered by professional musician educators. Recognised by the Department of Education and Skills as non-mainstream music education, performance music education complements and enriches – but does not replace – the mainstream music curriculum provision of the formal education system. 


Music Generation Strategic Plan, 2016 – 2021
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A Music Network initiative, co-funded by U2, The Ireland Funds,
The Department of Education and Skills

and Local Music Education Partnerships



