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About Wise Children
Wise Children is a new company conceived, created & led by Emma Rice. It is the beginning of a
new chapter and the culmination of the practice and ethos she has developed over her unique
30-year career. Committed to a policy of excellence, innovation and diversification, Wise Children
will create landmark work with exceptional artists and commit to training a new generation of artists
as part of the mission.
Wise Children launched in June 2017 and will become a Bristol-based National Portfolio
Organisation in April 2018. We are seeking an experienced, enthusiastic and highly organised
individual to join Wise Children as Administrator to support the administration of the company and
provide comprehensive PA support to the Artistic Director and Executive Team.
Wise Children is committed to equal opportunities, and welcomes candidates from all backgrounds.
Terms and Conditions
Job Description: Administrator
Aim: To provide support in office and financial administration and to provide administrative
assistance to the Artistic Director and Executive Team.
Salary: £24-27k, dependent on experience.
Wise Children will be based in Bristol, with an eventual production space located in the South West
region. The post is full time (40 hours per week, 10am – 6pm, Monday to Friday), with a start date
of 9 April (negotiable). The role is dependent on the final agreement of our National Portfolio funding
offer, which agreement should be in place by end of February 2018.
Roles and Responsibilities
Administration:
⋅ To maintain the efficient running of the office and ensure that day-to-day administrative
duties are carried out, including answering the telephone, taking messages, fielding
information, dealing with general enquiries, ordering and receiving of goods (including office
consumables), recycling, collection and delivery of standard and e-mail, updating
answerphone message, general correspondence and filing. !
⋅ To provide high quality assistance to the Artistic Director and Executive Team including
diary co-ordination, meeting arrangement, correspondence management and booking of
travel, accommodation and tickets.
⋅ Assist members of staff with IT problems and queries, general server upkeep, liaising with
external IT and telephone support. !
⋅ To co-ordinate documents such as holiday log and request forms, staff and board contact
sheets.
⋅ To co-ordinate and minute company meetings. !
⋅ Working with the Executive Producer to disseminate information to the board as required.
⋅ To assist with special events and meetings, planning and set up. !
⋅ To conduct various pieces of research upon request. !
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Finance Administration:
⋅ To assist the Finance Manager with day-to-day finance administration including processing
invoices, reconciling petty cash and credit cards, general banking administration, producing
invoices. Assisting the Executive Producer with any other finance requirements.
General:
⋅ Attend Wise Children events as required. !
⋅ To keep up-to-date with productions and news in the theatre sector. !
⋅ Adhere to, and actively contribute to all Wise Children policies, including Equalities (diversity,
access and equal opportunities), Environmental and Health & Safety. !
Person Specification
Essential:
⋅ A keen and active interest in the Arts. !
⋅ Experience of working in a busy office environment. !
⋅ Experience of Microsoft Office suite. !
⋅ Proven excellent organisational skills and attention to detail. !
⋅ Excellent numerical skills and an experience of finance administration. !
⋅ Proven excellent communication (both written and verbal) and interpersonal skills. !
⋅ Good time management, ability to multitask and prioritise, calm under pressure.
⋅ A positive attitude with a high level of self-motivation and initiative. !
⋅ An understanding of equal opportunity and cultural diversity issues.
⋅ A minimum of two years of applying these skills in arts administration.!!
Desirable:
⋅ Knowledge of contemporary theatre and / or arts training. !
⋅ Two years of project management experience in a theatre setting. !
⋅ Previous experience of computerised finance systems such as Quickbooks or Sage. !
⋅ Proven ability to work within allocated budgets.
We are seeking an individual with the passion and experience to support the delivery of Wise
Children’s ambitious plans to create new work, challenge traditional touring models and train a new
generation of theatre makers. You will enable Emma Rice to fulfill her vision and potential as a
unique creative voice. Visit www.wisechildren.co.uk to read our story so far, and
https://wisechildren.blog for our latest news.
How to apply
To apply, please send a CV and covering letter (no more than two sides) along with the following
Equal Opportunities Monitoring Form to wisechildrenoffice@gmail.com
All applications must be received by 5pm on Wednesday 7 February.
Successful shortlisted applicants will be invited to interview in Bristol on Thursday 15 February.
If you would like further information, support with access requirements for application or interview,
or have any queries about the post, contact Poppy Keeling, Executive Producer:
poppy@wisechildren.co.uk.
Wise Children is open to new and creative ways of working. We encourage applications that
suggest flexible, surprising, imaginative ways of delivering the role.
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Equal Opportunities Monitoring Form
Monitoring of recruitment practices
Wise Children is committed to being an equal opportunities employer. We are asking you for the
following information in order to monitor the effectiveness of our equal opportunities and diversity
policies. The information you supply will be detached from your application and used for monitoring
purposes only. It will not form part of the selection process. Submission of this form indicates your
explicit consent that your data may be processed in accordance with the provisions of the Data
Protection Act 1998.
Post applied for:

Administrator

Date of birth:
Gender:

□ Female

□ Male

□ Non-binary

Please tick the box which you feel best describes the ethnic group to which you belong:
White:
Black or Black British:

□ British
□ Irish
□ Any other White background

□ African
□ Caribbean
□ Any other Black background

Asian or Asian British:

Dual Heritage:

□ Asian Bangladeshi
□ Asian Indian
□ Asian Pakistani
□ Any other Asian background

□ Asian and White
□ Black African and White
□ Black Caribbean and White
□ Chinese and White
□ Any other background from

Chinese or Chinese British:

more than one ethnic group

□ Chinese
□ Any other ethnic group (please give details):
□ Prefer not to say
Do you consider yourself to have a disability?

□ Yes

□ No

□ Prefer not to say

If yes, please explain:

As defined by the Equality Act 2010 a disability is “a physical or mental impairment that has a
‘substantial’ and ‘long-term’ negative effect on your ability to do normal daily activities.”
If invited to interview, do you have any special requirements? If yes, please give details:
Should you not wish to supply the above information, please tick the following box:
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