Learning & Participation Administrator (Fixed‑Term, Part‑Time)
Hours: 24 per week
Contract: 6‑month fixed term
Department: Learning & Participation
Location: Portsmouth Guildhall
Salary: £12.71 per hour 
About the Role
We are seeking a highly organised and detail‑driven Learning & Participation Administrator to support the Learning & Participation (L&P) department during an exciting period of transition and growth. This role will provide essential administrative support to ensure the smooth running of programmes, workshops, and day‑to‑day operations across The BASE and wider L&P activities. 
As the department adapts to a new team structure, this post will play a key part in maintaining continuity, efficiency, and high‑quality delivery allowing the team to focus on strategic development, engagement work, and programme expansion.
This is an excellent opportunity for someone who thrives in an arts, education, or community setting and enjoys varied, meaningful administrative work.
Key Responsibilities
Administrative Support
· Provide accurate and consistent administrative support for The BASE and the L&P department.
· Assist with scheduling, bookings, room allocations, session coordination, and general programme administration.
· Maintain organised records, databases, and communication logs.

Programme Coordination
· Support the delivery of L&P activities including Schools Concerts, Recharge workshops, and other community or youth programmes.
· Liaise with internal departments to ensure smooth operational alignment with building activities.
· Assist with onboarding and communications for participants, schools, groups, and partners.

Communications & Engagement
· Support the creation and scheduling of social media content.
· Assist with regular newsletters, audience communications, and engagement updates.
· Draft basic copy or collate content for outreach materials and platforms.

Team Support
· Help alleviate administrative workload across the team, enabling colleagues to focus on outward‑facing and strategic work.
· Provide continuity during staffing transitions and support the embedding of new responsibilities within the department.

About You
We are looking for someone who:
· Has excellent organisational skills and strong attention to detail.
· Communicates clearly and professionally with staff, partners, schools, and participants.
· Is reliable, proactive, and able to manage multiple tasks with efficiency.
· Can work independently as well as collaboratively within a team.
· Has an interest in arts, community engagement, youth participation, or education (desirable but not essential).
· Is confident using digital tools (email, scheduling systems, basic content creation platforms, etc.).
Person Specification
	Essential
	Desirable

	Strong organisational skills with a high level of accuracy and attention to detail
	Experience working in an arts, cultural, education, or community setting

	Ability to manage and prioritise a range of administrative tasks effectively
	Previous experience in a Learning & Participation, education, or youth‑focused role

	Clear and professional written and verbal communication skills
	Experience supporting events, workshops, or programme delivery

	Confidence using digital tools such as email, shared calendars, databases, and basic document management
	Experience contributing to social media content or newsletters

	Ability to work independently and use initiative, as well as collaboratively within a team
	Familiarity with audience engagement or outreach activity

	Reliable, proactive, and able to maintain consistency during busy periods
	An interest in arts participation, creative learning, or community engagement

	Ability to handle routine but important tasks with care and consistency
	Experience working across multiple departments or with external partners



What We Offer
· A supportive and creative working environment.
· The opportunity to contribute to meaningful community and youth engagement work.
· Experience within a busy arts and participation department during a dynamic period of development.
· Flexible working within agreed hours.

How To Apply
Please submit your CV and a short cover letter outlining your interest in the role and relevant experience to: hello@thebaseguildhall.com  
Closing date: 5pm, Friday 6th March
Interview date: Thursday 12th March 2026


