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Administration & Marketing Assistant 
___________________________________________________________________________ 
 
Accountable to: Marketing Manager 
 
Hours: 27hrs per week, flexible to include occasional evenings and weekends to support major 
events. 
 
Location: Grosvenor House, Corby (NN17 1QB) & WACA, Wellingborough (NN8 4LW) 
 
Salary Scale: £20,000 pa pro-rata 
 
Start Date: Late August 2022 
 
This is a fixed term role until March 2025.  
 
Deadline for applications: 9am on Thursday 7th July 
 
Interview date: Tuesday 19th July  
 
To apply: Complete the Groundwork Northamptonshire application form and return to 
info@madewithmany.org CVs will not be accepted.  
 
For an informal conversation, call Marian Anderson, Marketing Manager, via 01536 267895 / 
marian@madewithmany.org   
 
This post is employed by Groundwork Northamptonshire.  
 
We are committed to equal opportunities and are actively working to increase diversity 
across all areas of the programme. As such, we welcome applications from all sections of 
the community. If you require additional support in making an application, or would like 
this information in an alternative format, please contact the office on 01536 267895 / 
info@madewithmany.org  
___________________________________________________________________________ 
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About Us 
 
We are a community-led arts programme which produces events and activities designed to 
inspire more local people than ever before to take the lead in experiencing, creating and 
taking part in high quality arts and cultural activities. Through conversations with local people 
and community decision-making panels, we put local people at the heart of commissioning 
artists and producing new and exciting events. 
 
Our approach is quite simply about ‘doing with audiences rather than creating for them’.  Our 
community-led programme delivers events and projects that 

• Surprise, delight and inspire local people 
• Bring our communities together 
• Support our communities to take the lead  

 
We do this by:  

• Co-creating our programme with the local community  
• Working with excellent artists, that are equally good at engaging and inspiring 

communities as they are at creating high quality cultural experiences 
• Targeting sections of our community who are the least likely to engage with the 

traditional cultural offer 
• Working with other local cultural organisations to extend our reach and develop 

the cultural ecology  
• Supporting community groups and local artists to run their own cultural activities 

 
 
Our History 
We are the Creative People and Places (CPP) programme for the boroughs of Corby and 
Wellingborough in Northamptonshire. We were established by a consortium of local arts and 
community organisation in 2013 to respond to the launch of the CPP programme by initiated 
and funded by Arts Council England through the National Lottery. CPP is about more people 
taking the lead in choosing, creating and taking part in art experiences in the places where 
they live. There are 50 independent projects, each located in an area where people have 
traditionally had fewer opportunities to get involved with the arts.  
 
From our beginnings in 2014 to the end of 2021 we have held over 2,000 activities and events, 
including workshops, performances, festivals and consultations. These have been enabled 
over 168,000 engagements with the arts. 
 
We are creating new audiences for art in Corby – according to postcode analysis from The 
Audience Agency, 82% of our people that engaged with the Corby programme in 2020/21 
were from the places of lowest engagement with the arts. 
 
We are leading the way in enabling local communities to engage with art, make decisions 
about what activities take place and the artists that create them. Over 10,000 people have 
been consulted through our community conversations and around 1,585 local people have 
been actively involved in making decisions about our programme. 
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Our Activities 
Over the next three years, we aim to deliver the following:   

• Flagship Projects: Led by consultation, & overseen by a community panel, these 
are large activities that are developed with multiple partners, including lead 
community & artistic partners, with workshop activity to drive engagement & co-
create new work.  

• Confirmed Flagship Projects include: 
• CKHL (Creative Civic Change), Corby: Working with the KHL Big Local Partnership, 

including a community shed (with its own art, craft & woodwork workshop 
programme), street art commissions & artistic development of local skate parks.  

• Corby Pole Fair 2022: An important cultural event for Corby, which happens once 
every 20 years to celebrate local heritage. We have been invited by the volunteer 
committee to lead on the development & management of the event, community 
engagement & legacy planning.  

• Wellingborough Street Art 2022: Working with a range of local partners including 
Nenescape, the Hemmingwell Community Centre and our new Youth Forum, we 
will commission a selection of new street art across the town during 2022.  

• Wellingborough Stories 2023: With local stories being a strong theme through our 
consultation, we will be creating a number of thematic artist commissions based 
upon untold local stories from under- represented communities, including Black 
& Eastern-European communities & those with disabilities.  

• Further Projects: A further 3 flagship projects will be developed for 2023 & 2024, 
based upon our ongoing community conversations, advisory groups & equalities 
forums.  

• Equalities Forums: In January 2021 we established a Black Community Forum for 
our W’boro programme as part pf our race equality plan, which includes a range 
of representatives from the black community & local black creatives. We will 
develop a similar forum in Corby (to incorporate Eastern European residents 
alongside black communities), as well as new Disability Forum across both places  
& Youth Forums in each town. Each forum will have a dedicated budget, to spend 
on artistic commissions, events & workshops, alongside having an important role 
in scrutinising & influencing our wider plans.  

• Workshop Programme: Regular sessions delivered by professional artists, 
offering an accessible, regular opportunity to participate alongside accessible 
taster sessions. These will be particularly targeted at families (especially those 
with pre-school children) & older people.  

• Inspiration Events: Allowing us to take advantage of opportunities to bring 
exciting new work to our places, we programme cultural activities into local 
community events & venues, alongside Go See trips to inspire people with great 
art that is happening elsewhere. 

• Cultivate: Our programme of support, advice & seed commissions for community 
groups & artists planning to deliver arts activities that engage the local 
community. This will include a dedicated budget to provide bespoke support to 
locally commissioned project to help increase the quality of both process and 
product. 

___________________________________________________________________________ 
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The Role 
Office management, data management and reporting, general administrative support and 
marketing tasks, including social media, newsletters and distribution.  
 
Specific Duties and Responsibilities  

 Maintain the programme database, in line with data protection regulations 

 Lead on the management of monitoring requirements, data capture and analysis, 
working with project staff to make sure that all activities are recorded accurately 

 Create reports for submission to funders, stakeholders and the consortium.  

 Arranging meetings and minute-taking 

 General office administration, including ordering stationary, managing shared 
calendars and financial administration. 

 To assist with the delivery of all marketing activities including: campaign planning, 
online and social media, print, design & distribution, press and PR.  

 Contribute to the management of the Made With Many social media accounts and 
website 

 Co-ordinate print distribution and relationships with suppliers. 

 Support the Programme Director with diary management, scheduling of meetings, 
correspondence and travel arrangements.  

 Support the project team with community meetings and activity as appropriate  

 Ensure that all activities, and back-office functions, are as environmentally-friendly as 
possible, in line with programme’s climate emergency pledge.  
 

General  

 Participate in programme meetings and events as required  

 Attend relevant training as and when required 

 To positively represent programme at events 

 To ensure that the relevant Groundwork Northamptonshire policies and procedures 
are adhered to at all times.  

 Any other duties appropriate to the post, CPP Programme and Groundwork 
Northamptonshire.  

 
Person Specification 
 
Essential 

 Experience of working in an office environment 

 Experience of data management and analysis 

 Understanding of data protection regulations 

 Excellent oral and written communication skills  

 Excellent interpersonal and organisational skills  

 Excellent IT skills including Word, Excel and PowerPoint  

 Approachable, empathetic manner 

 Ability to develop good working relationships with project partners and other staff  

 Ability to prioritise workload 
 
Desirable 

 Demonstrable interest in the arts  

 Full driving license and access to vehicle  
 
We will require the successful candidate to apply for a DBS check. 


