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JOB DESCRIPTION & PERSON SPECIFICATION 
 
1.  JOB DETAILS 
 
Job Title:    Open Academy Administrator and Projects Manager 
Dept/Faculty:    Open Academy 
Location:    Royal Academy of Music, London NW1 5HT 
Responsible to:   Head of Open Academy 
Responsible for:   Open Academy Assistant 
Dimensions:    c.120 full time staff, c.480 part-time staff and c.700 students 
Internal/external contacts:  Wide range of relationships with most internal departments, and a 
     large number of external contacts 
 
 
2.  PURPOSE OF THE JOB 
 
Launched in 2003, Open Academy (OA) is our acclaimed community and participation programme, 
which encompasses a series of strategic  initiatives in which the Academy formally engages with the 
community beyond our enrolled staff and students to bring its mission of music making at the highest 
level to the fullest range of society. In doing this, we also offer our students an opportunity to 
experience and learn about working in this field through a mixture of practical experience, lectures, 
seminars and workshops. 
 
The Open Academy Administrator and Projects Manager will assume a pivotal role in the operational 
efficiency of the OA team, being responsible for managing the delivery of the department’s year-
round programme of work. The post-holder will have excellent administration skills and will be able to 
deal with a variety of projects at any one time, with an ability to prioritise, organise and take initiative.  
They will often be the first point of contact for Academy students,  and for external project partners, 
from primary schools through to leading arts organisations. They must therefore be articulate, 
personable and highly professional at all times. They will be a dynamic team player and will be able to 
communicate effectively within the institution, be highly reliable, and demonstrate an ability to self-
motivate. 
 
 
3.  KEY ACCOUNTABILITIES 
 
Listed below are the main accountabilities of the Open Academy Administrator and Projects Manager.  
However, this list is not exhaustive and may change in accordance with organisational needs and in 
consultation with the post holder. 
 
Projects and Events 

To work in conjunction with the Head of Open Academy, and drive the logistical management of all 
OA projects, including: 
 Project research and development with the Head of Open Academy 
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 Budgeting projects and monitoring expenditure once approved 
 Setting up all practical details, including venue liaison, room bookings, provision of equipment, 

preparing project briefs, scheduling of workshops, DBS checks etc. 
 Issuing of contracts for freelance staff 
 Overseeing all logistical aspects of project delivery, and keeping the OA team updated with 

developments 
 Managing complex and multifaceted relationships with external project partners and participating 

groups, servicing meetings 
 Attending and evaluating projects and monitoring their quality, advising the Head of Open 

Academy 
 Communicating information to all parties involved 
 Supporting practical activities where required, e.g. through ensuring that all necessary permissions 

are obtained for photography and / or videography, meeting and greeting visiting speakers, 
hosting visiting school parties, co-ordinating tours of the Academy where necessary, ensuring that 
all Health & Safety and other key policies are followed at all times. 

 Co-ordinating the collation of evaluation, feedback and participant statistics for each project. 
 The logistical management of all OA concerts and events. 
 
Undergraduate OA Electives, Postgraduate Elective, CPD Diploma and OA Fellowships 

To ensure the smooth running of all OA courses and exams, including: 
 Publishing the timetable of classes and liaise with the Head of Open Academy on the contracting 

of visiting speakers. 
 Maintaining accurate records of student participation (including overseeing the taking of 

registers) 
 Leading on the allocation process of students to Open Academy practical projects and 

assessments ensuring that all necessary administration and follow up work is completed 
accurately and on time. 

 Occasionally representing the Academy to act as a broker between the Academy and external 
organisations where students can gain experience of the profession 

 
Management 

Management of the Open Academy Assistant: 
 Setting tasks and deadlines for work 
 Overseeing the quality of the work completed 
 Monitoring workload 
 Working with the Head of Open Academy to ensure the professional development of the post 

holder 
 
Publicity 

 To ensure that public OA events are well publicised, liaising with the relevant Academy 
departments to create press releases, promotional materials, website updates, mailing lists, 
social media posts, etc. 

 To contribute to defining how Open Academy communicates about its work. 
 
Finance 
 To create and maintain accurate financial records and ensure that all invoices, departmental pay 

claims and associated processes are managed within Academy policy to facilitate payment 
within agreed timescales. 

 To support the process of preparing the department’s annual budget 
 Provide regular information about project budgets 
 Liaising with the Development department over fundraising for individual projects and events 
 Producing reports, documents, statistics for the Advancement team and the Senior Management 

Team (SMT) when required 
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Policy Development 

 To assist with the preparation of reports, materials and other such duties as required by the 
Head of Open Academy 

 To produce statistics when required for annual monitoring or fundraising purposes 
 Working with the Head of Open Academy, staying abreast of best practice in safeguarding and 

changes to DBS procedures, advising the SMT as required 
 Occasionally attending relevant conferences, representing the Academy 

 
General 
 To act as the first point of contact for OA, dealing with internal and external enquiries in a 

prompt and professional manner, referring to appropriate members of staff as applicable. 
 To create, maintain and disseminate accurate and up-to-date information (e.g. timetables, 

promotional materials, project information) and ensure that it is communicated to students, staff, 
visiting lecturers and external representatives in the most appropriate manner, including notice 
boards, intranet etc. 

 To provide support for the OA team by facilitating and, where appropriate, attending team and 
project meetings, and undertaking any follow-up work as requested. 

 To carry out any other duties as are within the scope, spirit and purpose of the job, as requested 
by the Head of Open Academy. 

 
 
 
4.  NATURE & SCOPE 
 
Open Academy (OA) is a well-established but evolving area of the Academy that helps to further build 
on our good relationships within the wider community.  OA has a high reputation for both the quality 
of projects it initiates, and the training provided for Academy students.  As the Open Academy 
Administrator and Projects Manager, the successful candidate will be pivotal in supporting the existing 
team and working towards continued achievement, growth, and quality control. 
 
The post holder will be based within a small team, in a busy office. The role of the Academy’s 
administrative teams is pivotal to the smooth running of the departments which they support. They 
will be the first point of contact for a variety of individuals internally and externally, often dealing with 
extremely high profile people and projects.   
 
 
 

4.  GENERAL 
 
1. This job description reflects the present requirements of the post.  As duties and responsibilities 

change and develop, the job description may be reviewed and be subject to amendment in 
consultation with the post-holder. 

 
2. The Academy is committed to the safeguarding of all young persons and the promotion of student 

welfare. All staff, volunteers and visitors are expected to share this commitment, in line with the 
Safeguarding and the Ethics & Conduct policies and to report any concerns relating to 
safeguarding accordingly. 

 
3. All employees have a duty to comply with the Academy’s published policies and procedures and at 

all times work within the spirit and scope of Academy Equality, Diversity and Inclusion Policy.  
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PERSON SPECIFICATION 
 

Job Title Open Academy Administrator and 
Projects Manager Grade  4 

Department Open Academy Date   November 2020 
 

CATEGORY ESSENTIAL DESIRABLE 

 
Skills/knowledge/ 
competencies: 

Thorough knowledge of office 
procedures, including maintaining 
accurate filing and bring-forward 
systems 

Excellent organisational skills, 
including the ability to manage 
several projects simultaneously 

Good working knowledge of MS 
Office applications (Word, Excel, 
Outlook) 

An ability to produce written 
reports and analysis of findings 
from evaluation processes 

Experience of managing budgets 

Experience of servicing meetings 

Experience of negotiation of 
contracts and management of the 
delivery of the contracts 

Knowledge of current practice 
within music education 

Knowledge of western classical 
music and jazz 

Knowledge and understanding of 
the development of artists in 
community and participation work 

Knowledge of current national and 
local authority education structures 
and initiatives 

Understanding of the issues 
involved in working and developing 
projects within community and 
school settings 

Understanding of development of 
content for website 

 
Experience: 

Direct experience of developing 
programmes within the music 
creative learning/community arts 
sector 

Experience in a similarly busy and 
challenging administrative role 

Evidence of successful project and 
partnership management skills 

Administration experience gained 
within a music education 
environment 

Experience of negotiation of 
contracts and management of the 
delivery of the contracts 

Experience of setting up and 
hosting events using video 
conferencing software. 

 
Qualifications/ 
Training: 

Good level of general education, 
including a minimum of GCSE 
Maths and English grade A* - C (or 
equivalent) 

Educated to degree level or 
equivalent in an arts based subject 
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Personal 
Qualities/ 
Attributes: 

Excellent written and verbal 
communication skills 

Ability to communicate effectively 
with a wide range of individuals 
both internally and externally 

Ability to work effectively both on 
own initiative and as part of a team 

Ability to manage and prioritise a 
busy workload and work accurately 
to deadlines 

An understanding and interest in 
learning and participation work with 
a commitment to the ethos and 
purpose of the Academy 

An interest and enthusiasm for 
creative music projects in an 
education environment 

  
 

The Academy will shortlist for interview any candidate who has identified 
a disability and demonstrated that they meet the essential criteria listed 
above. 

 
 
 
 


