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Thank you for your interest in a-n. This pack is 
designed to give you background information on our 
organisation and support you in your application. We 
have included details on our strategy for 2018-22 
which this role will play an important part in delivering. 

For further information on our activities please visit 
our comprehensive website at www.a-n.co.uk.

Welcome

http://www.a-n.co.uk
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a-n The Artists Information Company is the largest 
artists’ membership organisation in the UK with 
over 21,000 members. We have been leading and 
influencing policy and sectoral best practice for 
almost 40 years with our members’ needs, interests 
and concerns always the central focus of what we do. 
We support practitioners and creative freelancers at every stage of their career, 
and across the full spectrum of the visual arts, through impactful and successful 
advocacy and lobbying around artists’ livelihoods and sectoral best practice; 
practical training and artists’ bursaries; specialist benefits and services; and our 
highly respected news, knowledge and information resources. 

We conduct regular surveys and consultation with our members to evidence 
contemporary artists’ practices and expectations, their economic circumstances 
and working patterns. This helps us understand how and where we might intervene 
best, and to develop appropriate and relevant services. 

a-n’s membership, remit and programme delivery is UK-wide and we have a 
distributed business structure to resource this. Our staff team and network of 
freelancers, advisors and partners (located across the UK) use a range of digital 
tools to work together on a daily basis for added flexibility and accessibility.

Under new leadership since 2014, a-n has gone through a period of change and 
transition in the last few years to ensure it has the solid business and financial base it 
needs to continue to deliver innovative and high quality services for its members. 

The company is in excellent financial and reputational health, it has an ambitious 
forward business plan, a strong staff, board and advisory council, a growing and 
loyal membership and the success of influential and impactful campaigns and 

Background
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programmes to build on.

We are looking for exceptional people to join our core staff team to support a-n in 
its mission.

a-n is a national portfolio organisation of Arts Council England
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Mission
 
Through advocacy and information and from the perspective of artists a-n’s mission 
is to stimulate and support contemporary visual arts practice and affirm the value of 
artists in society. 

Values
 
• a-n is bold and dynamic – we are informed by our membership, we stand up for 
  artists and take action on their behalf

• a-n is innovative and impactful – we encourage purposeful change and look for 
  creative solutions in how we support and lobby for artists’ needs

• a-n is relevant – we actively listen to our membership and stakeholders, and we 
  invest in research and development to deliver the best responses

• a-n is distinctive – in its size, how it works, operates in the sector, and returns 
  value to its members in benefits, programmes and bursaries

• a-n is artist centred – we employ artists as staff, freelancers, AIR Council 
  advisors and have strong artist representation at board level to keep us focused 
  on artist needs 

• a-n celebrates and reflects the diversity of its membership of over 21,000 
  human beings across our online content, programmes and events

Mission, Values and Aims 
2018-22
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Core Activities and Aims for 2018-22:
Making the case for the importance and value of the role of artists and the 
visual arts

• a-n campaigns continue to positively impact on the lives of artists and the visual 
  arts ecology

Maintaining and developing a more diverse, engaged and resilient professional 
membership

• a-n is visible, working regionally with its members, partners and networks, with 
  the benefit of a UK-wide perspective

Future thinking for our members – a-n is the visual artist’s hub for knowledge and 
intelligence

• a-n delivers artist-centred activity, programmes, research and resources with its 
  members and partners, relevant to our role and mission

• a-n has established pioneering business partnerships of mutual benefit that 
  deliver tangible and impactful benefits and solutions for our members

Ensure long-term resilience

• Maintain and grow a-n’s membership (within its mission)

• Build a-n’s capacity for self-generated income, charitable and commercial 
  partnerships

a-n’s 21,000-strong membership is representative of the majority of artists working 
professionally in the UK with members spread across England (87%), Scotland (6%) 
Wales (5%) and Northern Ireland (2%).
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Organisational Structure

a-n’s core staff team is supported by a network of specialist freelancers in the 
delivery of its programmes for members as required.

Executive Director

Head of Business 
Development

(F/T)

Head of 
Communications & 

Partnerships
(P/T)

Head of Online 
Content

(P/T)

Director of Digital & 
Online Content

(P/T)

Customer 
Services & 
Marketing 

Support
(P/T)

Business 
Development 

Manager
(F/T)

Digital 
Manager

(F/T)

Customer 
Services
(2 x P/T)

External 
Programmes & 
Partnerships 

Manager
(F/T)

Finance 
Manager

(P/T)

Administrator
(F/T)

Content 
Producers
(2 x P/T)
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Reports to: Chief Executive
 
Purpose:
A first point of contact for the company, the Company Administrator ensures 
high quality in company administration, customer service and cross-company 
communications, supporting the work of the Chief Executive, heads of department, 
a-n Board and advisory groups, in line with the company’s mission and business 
plan, to:

•	 Plan for a-n’s long term resilience against the challenging business environment

•	 Make the case for the importance and value of the visual arts and the role of 
artists in the UK

•	 Retain and grow a more diverse, engaged and resilient professional visual arts 
membership

Main responsibilities:
•	 Ensure effective and efficient company administration

•	 Administrative support for a-n programme delivery

•	 Maintain and monitor staff systems and administration

Duties arising from each responsibility:

1. Ensure effective and efficient company administration
•	 Provide direct administrative support for the Chief Executive and support the 

workload of colleagues as and when required

•	 Ensure the arrangements for and smooth running of Board, company and 
advisory group meetings, including travel and accommodation

•	 Manage or put in place appropriate administrative systems and processes for 

Job Description — 
Company Administrator



a-n.co.uk10 Company Administrator October 2017

cost-effective and timely procurement of business products and services

•	 Manage, monitor and evaluate company IT systems, equipment, virtual 
workspaces and intranet, liaising with external suppliers as necessary 

•	 Administration and maintenance of company workspaces, including regular 
assessment of workspace compliance with regard to health and safety, 
environmental policy and General Data Protection Regulation 

•	 Support broad company communications and reporting

•	 Maintainance of a-n database and mailing lists with the Customer Service 
Team

2. Administrative support for a-n programme delivery
•	 Answer calls and respond to customer enquiries 

•	 Administer, process and report on applications to a-n bursary and professional 
development opportunities

•	 Admin support for a-n events as required

•	 Admin support for company mailings as required

•	 Preparation of administrative reports on membership and programme activity 
as required

3. Maintain and monitor staff systems and administration
•	 Record annual leave and absences, and respond to general personnel queries 

(liaising with Chief Executive, heads of department as required)

•	 Facilitate training and support requests for staff, freelancers and advisers as 
requested by heads of department

•	 Ensure staff, Board and advisors are aware of a-n quality standards, and 
understand company policies, procedures and communications channels

•	 Maintain a-n Staff Handbook and Board, staff and advisor induction materials, 
in consultation with Chief Executive and external HR advisor

General responsibilities:
•	 Represent a-n as appropriate
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•	 Comply	with	a-n	policies	and	procedures

•	 Other	duties	as	reasonably	required

•	 This	role	may	be	required	to	work	unsocial	hours	as	appropriate	and	reasonable



a-n.co.uk12 Company Administrator October 2017

Knowledge and Experience
•	 Excellent	and	demonstrable	experience	of	high	quality	office	systems	and	
practice	administration	gained	in	a	recent	similar	role

•	 IT	literate	with	excellent	working	knowledge	of	Word,	Excel	and	Powerpoint

•	 Proven	knowledge	and	experience	of	database	management,	intranet	and	
networking	platforms	for	internal	communications

•	 Good	level	of	understanding	of	the	specific	environment	for	our	work	and	
the	cultural,	economic	and	social	policies	and	professional	frameworks	that	
influence	and	shape	contemporary	visual	art

•	 Knowledge	of	the	diversity	of	contemporary	visual	arts	practice	and	of	the	
concerns,	needs	and	aspirations	of	members		

Skills 
•	 Excellent	people	skills	-	able	to	initiate	and	establish	effective	partnerships	and	
professional	relationships	with	a	wide	variety	of	people	and	organisations,	both	
face-to-face	and	across	a	variety	of	virtual	platforms

•	 Excellent	time-management	skills,	and	track	record	of	prioritising	work	and	
meeting	deadlines

•	 Proven	team	player,	effectively	managing	and	prioritising	workload	to	deadlines	
with	effective	mutli-tasking

•	 Excellent	language	and	numerical	skills	with	attention	to	detail

•	 Contributes	to	company	learning,	knowledge	sharing	and	imaginative	problem	
solving

Person Specification



a-n.co.uk13 Company Administrator October 2017

Contract: This is a permanent contract of employment
 
Salary range: £18,465 - £25,874 depending on experience

Notice period: 1 month

Probationary period: Six months, with one month’s notice 

Pension: a-n Company Pension 
 
Holiday: 34 days p.a. (including statutory public and bank holidays) rising to a 
maximum of 37 days relative to length of service.
 
Location: a-n has office space in Newcastle, London and Manchester - the 
preferred location of this post is Newcastle/North East.  As a distributed 
organisation we will consider applications from candidates from other UK locations.

Summary of Terms
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a-n is committed to being an inclusive employer 
that welcomes staff members from a wide variety 
of backgrounds. This guidance is provided to help 
you apply for one of our vacancies as effectively as 
possible and to ensure you provide us with all the 
information we need to see how well you meet the 
requirements of the job. 
Please read these notes carefully before completing your application. If you have 
any questions, please contact us at membership@a-n.co.uk.

To ensure fairness to all applicants, any decision to shortlist you for interview will be 
based solely upon the information you supply in your application. We cannot take 
into account in the selection process any previous knowledge we may have of you.

Explore the Job Description and Person Specification
The purpose, main duties and responsibilities of the post are set out in the job 
description. The experience, skills and competencies we are looking for in the 
successful candidate are listed in the person specification. It’s important you read 
all the information in these sections before completing your application as selection 
will be based on finding the closest match to these requirements.

Preparing your application
Read through the responsibilities and duties involved in the role you are applying 
for thoroughly. Ask yourself why you are interested in this role – would it be a good 
career move for you? Is the move a promotion that would enable you to gain more 
responsibility or enhance your skills? Or do you see it as an opportunity to broaden 
your skills and experience?

Guidance Notes for Applicants

mailto:membership%40a-n.co.uk?subject=Job%20Description%20Enquiry
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Think about what evidence you can provide to demonstrate you have the necessary 
experience, skills and competencies to fulfil the role. Explaining your current (and 
previous) work to someone else may help you uncover skills you take for granted. 
You may also want to include voluntary experience, or experience gained through 
responsibilities outside your work commitments if this is relevant.

Completing the Application
To apply for this post, please write telling us about yourself and how your 
experience, ideas and aspirations are suitable for this post, relating them to the Job 
Description and Person Specification set out earlier in this pack.

Applications should be no more than five pages of A4 in total (12 point minimum) 
and must include a CV of no more than two pages, as well as names and contact 
details of two professional referees. (Please indicate if you do not wish us to 
contact referees prior to interviews.)

This should be emailed as a single PDF document, accompanied by a completed 
Equality and Diversity monitoring form to Robin Bootes at: robin.bootes@a-n.
co.uk

The subject field of your email application should read ‘Application for Company 
Administrator Post’ followed by your name e.g. ‘Application for Company 
Administrator Post – Chris Someone’.

The deadline for receipt of applications is 12 noon on Friday 3 November 2017. 

Applications not in PDF version, or longer than five A4 pages (including the max 
two-page CV) will not be considered. 

It is important to remember those involved in the selection process cannot guess 
or make assumptions about you. This is your opportunity to tell us specifically why 
you wish to apply for the job and what makes you a suitable applicant. It is important 
you provide us with evidence to demonstrate you possess the experience, skills and 
competencies set out in the job description and person specification, with specific 
examples of how your meet the role requirements.

Don’t forget to proofread your form and check for any errors before submitting it 
to us.

mailto:robin.bootes%40a-n.co.uk?subject=Job%20Application
mailto:robin.bootes%40a-n.co.uk?subject=Job%20Application
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Shortlisting
When shortlisting we will make an assessment of how closely your application 
meets the criteria set out in the job description and person specification. We 
will go through your application looking for specific evidence that you possess 
the experience, skills and competencies required for the job. Unless you have 
provided specific evidence, supported by relevant examples, you are unlikely to be 
shortlisted.

You will be notified whether you have been shortlisted for interview or not via email 
by Friday 10 November 2017. 

Interviews
Interviews will be held in Newcastle on Wednesday 15 November 2017. 

If you are shortlisted we will email you to invite you to attend an interview with 
details of the time, location, interview panel and format, including whether you need 
to prepare anything in advance for the interview. If you have a disability and need 
any adjustments to be made in order for you to participate in the selection process, 
please contact us immediately on receipt of your interview invitation to discuss this 
so we can accommodate your needs.

In some instances, we may ask applicants for a second interview.

Offers
All offers to work at a-n are made subject to proof of satisfactory employment 
references. Please include full details of at least two referees we can contact, one 
of whom must be from your most recent place of employment. If you were not in 
employment during part of the last 3 years, we will also ask you to verify details of 
your activity (e.g. academic, volunteering, travelling etc).

Data Protection Act, 1998
Information provided by you as part of your application will be used in the 
recruitment process only – data will be held securely with access restricted to those 
involved in the process. Once this process is complete, data relating to unsuccessful 
applicants will be stored for a max. of 12 months and then destroyed. If you are the 
successful candidate, your application will be retained and form the basis of your 
personal record. 
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Information provided by you in the Equal Opportunities form will be used to 
monitor a-n’s diversity policies and practices. By submitting your completed 
application you are giving consent to your data being stored and processed for 
the purpose of the recruitment process, equal opportunities monitoring and your 
personal record if you are the successful candidate.

Good luck with your application, and thank you for your interest in working for a-n.
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