HUB CO-ORDINATOR, BRADFORD 2025
Bradford is bidding to be UK City of Culture in 2025. We expect that the bid for City of Culture will be
delivered to the government in Autumn 2021, with the announcement of the winning city in May 2022.
Our bid is being developed by a core team of 7 staff working alongside a range of partners across the
cultural sector.
We now seek a Hub Co-ordinator to work with the Bradford 2025 team and other colleagues to help
us manage our new premises in City Park, Bradford. The Hub Co-ordinator will contribute to the
smooth running of the Bradford 2025 Hub by providing a comprehensive and efficient service to staff,
colleagues and from time to time members of the public.
Bradford 2025 works with organisations, artists and communities across the district. This role is an
opportunity to connect with a wide range of people, in the 2025 Hub and out in the community
supporting engagement events and campaigns.
The role will be a full-time position for 6 months including some evening and weekend work for which
time off in lieu should be claimed. The position has an entitlement of 25 days’ paid holiday days ‘pro
rata’ per year. There is no expectation of overtime.
KEY ROLES & RESPONSIBILITIES
●

●
●
●
●
●
●
●
●
●

Day to day coordination of the Bradford 2025 Hub including:
○ Keeping the space tidy and welcoming
○ Managing bookings for shared spaces
○ Welcoming and booking in visitors
Provide support for Bradford 2025 meetings and other activities at the Hub and across the
district, including printing documents and reports, publicity and welcoming participants.
Maintain office supplies including stationery and refreshments.
Take responsibility for deliveries.
Sort and distribute incoming and outgoing mail.
Empty rubbish bins on a daily basis and ensure all waste is disposed of correctly.
Ensure that a clear passage is maintained on fire escape routes.
Work with the team to carry out periodic health and safety checks and risk assessments as
required.
Develop an understanding of the City of Culture brand and process and act as an ambassador
for Bradford 2025.
Carry out any other reasonable duty as instructed by the Bid Director or Administrator in
support of the bid for City of Culture 2025.

YOU WILL HAVE:
●
●

GCSE English and Maths at Grade C or above, or equivalent
Competent IT skills

●
●
●
●
●
●

Willingness to do practical and light manual work
Flexibility and willingness to work outside office hours
Ability to work well independently and as part of a larger team
Excellent interpersonal skills
Exceptional organisational skills
Proactive and responsive

Bradford Culture Company is a values-driven organisation that recognises the diversity of the
people and the communities of the district. Bradford Culture Company will pursue a commitment to
equality across the range of the organisation’s activities providing a focus for making our district a
fairer and more equitable place and improving the cultural quality of life for everyone. We will aim to
eliminate discrimination, advance equality of opportunity and foster good relations across all
protected characteristics in all its activities including decision-making, policy development,
budget-setting, procurement and commissioning, service delivery, volunteers, partners and supplier
relations and in employment practices.

