
Candidate Brief - February 2023
Community Engagement Assistant 



Introduction
 
The Community Engagement Assistant will provide administrative and
logistical support for the company’s outreach and engagement
activities by working closely with the Community Engagement Producer
and Assistant Producer. 

In September 2019 Talawa moved to its new offices and a 200 seat
theatre space as part of the redevelopment of Fairfield Halls in
Croydon’s new Cultural Quarter where we are delighted to be a
resident company. 
Talawa has an established track record of producing quality work which
shines a spotlight on Black talent, creating theatre for diverse audiences
across the country. Mounting more than fifty productions over our 36-
year history, we are the only Black British theatre company that presents
the traditional canon of British theatre alongside international work and
new plays. 

 
You will be joining the team at an exciting time as the 2023 season is
underway and supporting the team in the lead up to 2024 and beyond.
Talawa Theatre Company is a resident company in Fairfield Halls in
Croydon, so you also have the exciting opportunity to join our team
during Croydon's year as the London Borough of Culture.  

 



Job Description
 

Overview of Role 

Providing assistance to the Community Engagement Producer with day-
to-day administration for our community engagement programmes
especially:

Our Croydon / London Borough of Culture (LBoC)

Your role will be to support the delivery of ‘Our Croydon’, a local
community archiving initiative for LBoC. This involves administrative and
logistical support for a series of workshops, artist commissions, local
exhibitions, creatively deepening and expanding local engagement. 

Launching early years’ work
 
Your role will support launching our early years work in collaboration
with partner organisations. This involves administrative and logistical
support in developing this new programme, developing our approach
to working with early years, and growing long term engagement with
families. 

MAKE Online 

Your role will be to manage our online platform that brings Black artists
and theatre makers together to cultivate relationships with their peers
and the wider theatre industry. 



Key duties and responsibilities 

 Be proactive in developing our local community engagement
(especially with families, and schools) 
Regularly update our community engagement contact database
Organising opportunities for upskilling around our approach to
engagement
Expand our artist engagement with MAKE Online 

Be the first point of contact for MAKE Online 
Day-to-day management of MAKE Online activities 
Updating project budgets
 Ensure that the Finance department has all relevant information they
need in order to issue invoices and make payments for the
community outreach and engagement activities
 Work with the Marketing and Communications Assistant and
Development Coordinator to gather materials that help tell the story
of Talawa’s community engagement on social media and website
Ordering materials and refreshments for community engagement
activities 

Community outreach and engagement

Administration 



Key duties and responsibilities 

 Setting up refreshments, materials, and the space for community
engagement sessions 
Tidying away for community engagement sessions
Representing Talawa Theatre Company and welcoming participants
to anything community engagement related 

Support with the writing of regular project reports and Board
reports as required
Manage the collection and collation of statistical and evaluation data
from Talawa’s creative activities. 

Logistical 

Evaluation



Duties and Responsibilities of all staff members 

Maintain confidentiality in all areas relating to Talawa Theatre
Company where appropriate 
Be aware of, and comply with, Health and Safety rules at work and to
abide by the procedures as set out in the Health and Safety policy 
Work in accordance with the principles of Talawa’s Equality and
Diversity statement  
Be active in Talawa’s commitment to Environmental Sustainability and
reduce environmental impact 
Be aware of and comply with rules and legislation pertaining to
Safeguarding and to abide by the procedures as set out in the
Safeguarding policy 
Abide by other guidelines, procedures and policies provided by
the Company 
Contribute towards Talawa’s fundraising goals, this may include
research, writing applications, advocacy and managing
relationships 
Take part in such working groups as might from time to time be
required for the fulfilment of organisational targets 
Participate in all training and development initiatives as required 
Undertaking such other duties as may be reasonably required. 



Experience in arts administration e.g. for a producing company or
theatre 
A belief in Talawa’s vision and mission; and a commitment to its aims
and ethos, including the Creative Case for Diversity
Proven organisational skills, with a high level of attention to detail
and a methodical approach to work
Strong multi-tasking skills and the ability to prioritise and work
quickly to tight deadlines when necessary
Ability to collate data to monitor and evaluate projects
Discreet and able to deal appropriately with confidential information
Ability to engage and build excellent relationships with
stakeholders, including artists, community organisations, audiences,
and funders
Responsible, resourceful and able to troubleshoot, with a can-do
attitude
Be a team player with good diplomacy and negotiation skills
Excellent communication skills, both written and verbal  
Strong IT skills and computer literacy (including MS Word, Outlook,
Excel and internal CRM/Database software)
A willingness to work occasional evenings and at weekends and
travel when necessary. 

 Experience in community engagement work 
 Experience and understanding of working with schools, families,
and/or early years 

Essential skills and experience

Desirable

Person Specification



Main terms and conditions

 Job title: Community Engagement Assistant 

Responsible to: Community and Engagement Producer 

Key working relationships: Marketing and Communications Assistant,
Development Coordinator, New Work Producer, Freelance artists and
facilitators

Contract type: Fixed-term 2 years with an option to renew.

Hours: 16 hours per week including a lunch break of 1 hour, worked over 2
days from Tuesday to Thursday. Additional hours may be necessary to
fulfil the requirements of the post, including evenings and weekends,
and travel out of London when required

Salary: £22,000 - £24,000 per annum pro rata depending on experience

Holiday: 24 days per annum plus bank/public holidays

 

 



Main terms and conditions

Pension and Benefits: Within 3 months you will be enrolled into The
People’s Pension in accordance with statutory deadlines and
contributions. Discounts available at Fairfield Halls café and on shows and
concerts. Talawa has an Employee Assistance Programme (EAP) 24/7
confidential helpline including face-to-face counselling.

Probationary period: Appointment is subject to satisfactory completion
of a 1-month probation

Notice period: 4 weeks’ notice by either party until successful
completion of probation. On successful completion of probation period
2 month’ notice by either party.

Location: Fairfield Halls, Croydon and working remotely.

Further details: Please see our ‘Who we are’ information sheet on the
vacancies page of our website at: http://www.talawa.com/get-
involved/opportunities/

 

 

http://www.talawa.com/get-involved/opportunities/


How to apply 

Application details 

Closing date: 17:00 on Wednesday 15th March 2023  

Interview: Wedsnesday 23rd March 2023

Start date: As soon as possible. 

To apply, please complete our online application form  via the link
below. 
 
Talawa is an equal opportunities employer. We are committed to
working towards a more diverse theatre and cultural industry. Please let
us know if you require this Job Pack in a different format by calling us on
020 7251 6644 or by email to recruitment@talawa.com 
 

  

 Please apply via the application form here: 

CLICK HERE TO APPLY 

https://www.tfaforms.com/5045599
https://www.tfaforms.com/5045599

