	Job Description
	Cartwheel Arts


	Post Title
	Rochdale Borough Culture Network Coordinator 


	Contract

Rate of Pay
Hours of Work
	Freelance. Fixed Term until 31st March 2025 (with the possibility of extending until 2026)

Individuals must be registered as self-employed and have a Unique Taxpayer Reference number. 

£250 / day for a maximum of 25 days 
Total contract value: £6,250

Approx. 2 days / month – this will include some early-evening events.
Hybrid working arrangements offered but please note the post will include some in-person meetings / events at locations across Rochdale Borough. 


	Purpose of job:  

To support with the administration of the Rochdale Borough Culture Network, including the coordination of Steering Group members and programming regular Artist Networking events, and promoting the grants and supporting with the delivery of 1 annual AGM/Conference. 


	Key Tasks:

· To work closely with RBCN Chair Hebe Reilly to support the Network’s development and increase our offer to Rochdale’s arts and cultural sector.

· To coordinate 6 x Artist Networking events in Rochdale Borough and manage a small budget to deliver these.
· Recruit new members to the Rochdale Borough Culture Network Steering Group, which should be representative of Rochdale’s diverse cultural sector including freelancers and voluntary group representatives.

· Convene, attend & minute 4 x quarterly Steering Group meetings / year. 

· Convene, attend & minute 4 x quarterly Capacity Circle Meetings / year – comprised of representatives from larger cultural organisations.
· Support Cartwheel Director Hebe Reilly to coordinate 1 x RBCN AGM / Conference.
· Support Cartwheel Arts with the promotion and administration of the various Rochdale Borough Cultural Grants which include the Arts Council Project Grant Match Fund, the Small Grants Fund.  More information here: https://www.cartwheelarts.org.uk/make-a-difference/grants/



Cartwheel Arts 
RBCN Freelance Coordinator
May 2024 


