MAGIC ME

COMMUNITY ARTS TRAINEE
Job Pack

Part of Magic Me’s Artworks Trainee Programme
Funded by the London Borough of Tower Hamlets

KEY INFORMATION
Hours:

2 days per week

Dates:

End of May – mid-October 2022

Pay:

London Living Wage - £11.05 per hour

Where:

Magic Me’s office, 26 Pott Street, E2 0EF (Bethnal Green)

ABOUT THE TRAINEE PROGRAMME
The Community Arts Traineeship is a skills development programme. You will gain practical

skills and experience running creative projects in your community through on-the-job training.
The programme is designed to address inequalities in the arts, so we are particularly looking for people

who reflect Magic Me's local community in Tower Hamlets, including people from Asian, Black and
other minority ethnic backgrounds, and working class backgrounds. The programme aims to
empower local residents to begin their career in the arts.

We are recruiting three trainees to work as a team. Trainees will work on a project involving creative
workshops with older people living in a care home, and young people (under 18). After these
workshops, trainees will design and run a summer event for people in the project.
As well as hands-on experience, you’ll get a mentor to help you think more about your future. We’ll also
help you with your CV and applying for jobs. Roles are paid at London Living Wage (£11.05 ph).

Hear from our first trainee, Naz, in her BLOG.
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YOU WILL
•
•
•
•
•
•

Work with two other trainees to design an event and bring it to life

Work with exciting artists

Gain practical experience and skills in project coordination
Work with a mentor

Attend workshops and masterclasses to learn skills and help you think about your goals
Get support with CVs and Job Applications

LEARN SKILLS TO TAKE ANYWHERE
See job description below for more details
Personal skills such as:
•
•
•
•
•

Organisation, time management and meeting deadlines

Working as a team

Communicating with a wide range of people
Problem-solving

Setting and working towards goals

Professional skills such as:
• Project planning, keeping a project on track and evaluating a project
•
•

Using databases to keep track of project outcomes

Marketing and communications

WHY WORK AT MAGIC ME?
•

It’s rewarding! Make a positive difference in your community and help older people living in

•

On the job training: there will be group workshops to set personal goals and learn about project

care homes to enjoy being creative

coordination before putting your skills into practice

•
•
•
•

Creativity! Work on an exciting art project with professional artists

We are a small and friendly team and your voice will always be heard

Design and run your own event

Additional training, including working with people in care homes

ABOUT MAGIC ME
Magic Me runs creative projects that bring together older people and young people in Tower
Hamlets, East London and Essex. People aged 7 - 100+ work with professional artists to learn new
skills, share ideas and collaborate to create artwork which challenges people’s perceptions. This
traineeship has been created to support people living in our local borough of Tower Hamlets to begin
their career in the arts sector.
Find out more or follow us: www.magicme.co.uk | @MagicMeArts
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IS THIS FOR YOU?
You must be:
•
•

A Tower Hamlets resident
Aged 18+

Does this excite you?
•
•
•
•
•

Working on creative project

Working with your community to make a difference
Creating connections between people

Talking to people of all ages from 8 – 80+

Do you want to develop skills and
experience to support your future
career?
Do you want to set goals for the
future, and work towards them?

Organising events

Then we want to hear from you! No experience needed!
The programme is designed to address inequalities in the arts, so we are particularly looking for
people who reflect Magic Me's local community in Tower Hamlets, including people from Asian,
Black and other minority ethnic backgrounds, and working class backgrounds.

HOW TO APPLY
Click here to apply
DEADLINE: TUESDAY 3RD MAY
Interviews will take place on Tuesday 10 May and Wednesday 11 May at Magic Me's office inBethnal Green.
Interviews will be between 4 – 6.30pm. Each interview will be no longer than 30 minutes and if you are
invited for interview you will be sent the questions in advance.

If you would like a friendly chat before applying please contact Catherine on
07517890506 or catherineconnell@magicme.co.uk
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JOB DESCRIPTION
Here are some of the things you will do as a Community Arts Trainee. These are all skills we will help
you develop, you don’t need to have done anything like this before!
Working with artists
•

Come to meetings with artists to learn how to plan creative sessions with community groups

•

Communicate with artists about project planning and logistics e.g. schedules and ordering materials

Working with community organisations
•

Telephone and email community organisations (such as the care home) with updates

•

Come to meetings with staff from the care home to design the project together

Administration and communications
•

Take registers in project sessions and keep a record of who comes

•

Gather and store evaluation evidence (e.g. numbers of people attending, quotes and feedback)

•

Document the project by taking photos and making notes

•

Create marketing materials such as posters and flyers to recruit participants and advertise the final event

•

Update Magic Me’s website and social media

•

Learn how to create a communications plan

Arranging logistics and making the project accessible for older and younger people
•

Create information for older and younger participants about the project

•

Order refreshments for project sessions and the event

•

Keep in touch with project artists about what they need and order materials for sessions

Supporting older and younger people to take part in creative sessions and events
•

Visit project sessions and events

•

Arrange the layout of rooms so both generations can work well together

•

Support individuals in sessions and help them take part (e.g. helping someone who is hard of hearing)

•

Help older and younger people to communicate with each other in sessions

•

Visit sessions and take notes on what happened, what could be improved, and what worked well

Learning about Project Management and planning and running your own event
In order to run your own event at the end, you will learn about:
•

Creating a project plan and schedule

•

Creating and managing a budget

•

How invoices and contracts work

•

How to do a risk assessment

•

Training in key areas such as safeguarding and dementia
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