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Programme Administrator  
 
Thank you for taking an interest in the Programme Administrator post 
at Tramshed.  
  
CONTEXT  
  
Tramshed works across the boroughs of Greenwich and Lewisham, focusing 
on economically challenged areas with low arts engagement and further 
afield on specific projects. 
  
Tramshed has four key strands of work:  
  
Theatre - Creating, programming and touring – this includes producing and 
presenting shows at the Tramshed, touring theatre to schools, and programming 
across our core boroughs and wider London.  
  
Participation - Offering weekly term time and holiday participatory arts programmes 
for 5-25s including supported programmes for those with mental health challenges 
and those with learning disabilities and additional needs.    
  
Progression - Providing training and development programmes that support young 
creative people aged 16-25, and emerging companies exploring routes into the 
creative industries.  
  
Community - Delivering a community engagement programme that reaches out to 
diverse and isolated communities, developing new partnerships and new cultural 
programming including music, carnival and comedy.  
  
In May 2019 Greenwich & Lewisham Young People’s Theatre (GLYPT) relaunched 
as Tramshed. For almost 50 years, the organisation has been using creative 
opportunities to remove barriers, connect communities and enrich lives.  Since moving 
into the locally listed Woolwich Tramshed in 2009, our organisation has continued to 
grow – our projects are artistically and socially driven and the building itself has 
become a principle hub for engagement.  
  
Our work for and with young people continues to sit at the heart of the organisation. 
However, Tramshed now works with isolated, disengaged and un-serviced 
communities of all ages.  
 
Since November 2019 the iconic Woolwich Tramshed building has been under-going 
a refurbishment programme. We will re-open in 2022 as an Arts Centre and 
Community Hub co-located with the new Greenwich Leisure Trust Centre in General 
Gordon Square.   
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As part of this transformative year Tramshed are recruiting a Programme 
Administrator to support and underpin all strands of our work. The ideal person will 
be able to demonstrate their attention to detail, initiative and a strong work ethic.   
   
JOB DESCRIPTION 
 
Position Title:  Programme Administrator 
Reporting to: Programme Manager 
 
Key responsibilities: 
 
Project Management Support 
 

• Weekly managing diaries, calendars, and venue/equipment bookings 
• Daily making sure shared calendars are up to date 
• Daily keeping records organised, including paper and electronic filing 
• Maintain and improve day-to-day processes including use of cloud-based 

storage systems/project management tool to maintain an organised and 
effective working environment 

• Weekly minuting team and other meetings in a timely manner, adding actions 
to Project Management Tool 

 
Finance  
 

• Weekly Planning for cash processes including for event and box office 
floats/petty cash 

• Weekly cash float tally 
• Weekly raising invoices for each department’s programme 
• Weekly review of invoice trackers for each programme strand 

 
Contracting  
 

• Supporting department managers to process and send contracts e.g. adding 
contacts/booking details from partnership agreements  

• Ensure all information collected in contracts is shared with/to relevant 
departments using online forms for Marketing and technical departments 

 
Data 
 

• Ensuring the weekly collection of appropriate data for monitoring according to 
funding agreements e.g. workshops, events, partnership work, placements, 
supported hires 

• Collating data/feedback into spreadsheets for colleagues 
• Drafting project updates using data/feedback/comparative sources such as 

local demographics/research 
• Sharing access to information in a timely manner 
• As a daily Data Processor understanding and abiding by up-to-date GDPR law 

in relation to data handling and storage. Training will be given 
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• Keep participants digital data details confidential. Only act on Tramshed’s 
instructions, unless required by law to act without instructions e.g. regarding 
safeguarding, whistleblowing 

 
Hires  
 

• Keep a booking calendar for all spaces in Tramshed venue 
• Process administration for hires of space, collecting relevant data and issuing 

monthly invoices 
• Greet new visitors and show potential spaces at Tramshed, sharing the benefits 

of working in our venue 
• Use template documents in 2021/2 to prepare and send hire agreement 

documents 
• Annual updates to documents to ensure our rental costs are in line with market 

values 
• Collect and collate feedback from groups about spaces & activities at Tramshed  
• Liaise with groups about their practical needs on a monthly basis  
• Liaise with Hires and Heads of Department to arrange meetings for 

wraparound support/mentorship for Hires where appropriate 
• To support the development of commercial opportunities within hires at 

Tramshed 
 
Communications  
 

• Responding to day-to-day enquiries about the programme – in person, on 
telephone, email and online 

• Daily checks on other relevant email inboxes  
• Seeking opportunities to improve access in communications on an ongoing 

basis 
• Collect and keep permission forms for all visual and audio media to be used in 

promoting Tramshed work and visiting companies and emerging companies 
 
Volunteers and Placements 
 

• Supporting department heads administratively to welcome volunteers, work 
experience students and placements into the organisation 

• Researching local volunteer groups for linked opportunities 
 
PERSON SPECIFICATION 
 
Essential 

• Attention to detail and thorough   
• Demonstrates initiative  
• Positive, flexible and resilient 
• Well-organised and process-led 
• Welcoming and considerate 
• Confident prioritising and working across multiple programmes 
• Experience of Microsoft Office 365 including using Excel 
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Desirable 
• Innovating systems and ways of working 
• Experience of project management tools (Asana) 
• Experience of Arts/Venue Administration 

 
THIS JOB DESCRIPTION IS A GUIDE TO THE NATURE OF THE WORK REQUIRED OF 
THIS POSITION.  IT IS NEITHER WHOLLY COMPREHENSIVE NOR RESTRICTIVE AND 
DOES NOT FORM PART OF THE CONTRACT OF EMPLOYMENT.   
 
GENERAL TERMS AND CONDITIONS 
 
Hours   32 hours over 5 days  
 
Salary  £10.85 per hour London Living Wage 
 
Holidays 25 days per annum, increasing by one day for every full year 

served to a maximum of 30 days. Pro rata for part time employees. 
 
Pension  Up to 3% matched pension contribution after qualifying period.  
  
Other Benefits 6 complimentary tickets per season, continuing professional   

 development and role specific training    
  
Probation  An initial 1-month probationary period. 
 
Notice  The contract is subject to 1 months’ notice either side. 

 
Term  Initially fixed term contract until March 2022 
 
Normal place of work will be the Tramshed building in Woolwich. Additional sites may 
be deemed necessary and discussed with Line Manager in advance. Normal working 
hours will also be specified in advance by the Line Manager. Any extra hours are to be 
agreed with your line manager and will be given back as time in lieu.  
  
You will be expected to actively participate in the implementation of Tramshed’s 
policies on Equal Opportunity, Environmental Action, Data Protection and Health and 
Safety within relevant legislation.  
  
It is a requirement that all staff work in a flexible manner compatible with their jobs 
and in line with the objectives of Tramshed. The job description for this position may 
be reviewed and amended to incorporate the future needs of Tramshed’s 
development.  
  
We are an inclusive employer and welcome applications from people from all 
backgrounds and with all different kinds of life experiences. We are seeking a team 
that reflects and benefits from the diversity of our local area. We are happy to receive 
recorded rather than written applications and will meet access needs at interview and 
make any reasonable adjustments required for the workplace. We consider 
transferrable skills and examples of work experience in similar roles as an employee, 
through placements or as a volunteer.   
 


