
BD25 ADMIN ASSISTANT  August 2022 – March 2023

Bradford has been named UK City of Culture 2025. Our vision is to use arts and culture to fuel the
social, economic and creative renaissance of our district; to make Bradford one of the most
welcoming places in the UK where artists, producers, audiences and creative entrepreneurs can
flourish.

Fiercely proud of its creativity, boldness and independence of spirit, Bradford’s story is ready to be
told and our storytellers come from all parts of the globe. This is a district built by entrepreneurs,
shaped by an international community and a history of world-famous artists, performers, writers
and musicians. This is also Bradford’s moment to showcase to the world what modern British
culture looks like. And Bradford 2025 will be where the passionate young voices of the future will
be heard.

We are currently in transition between the bid and delivery phases, recruiting the senior posts and
refining our infrastructures. We require a full-time interim administrative assistant to work primarily
in support of the interim fundraisers, but also with the wider interim team.

This is an office based role, Monday to Friday at the Bradford 2025 office in City Park.

KEY ROLES & RESPONSIBILITIES:

● To undertake support services for the two fundraisers in the team, including clerical
administration, record keeping, scheduling meetings, and maintaining databases.

● To arrange events and meetings: align diaries, book rooms, arrange travel or
accommodation if necessary, arrange catering and other associated tasks including taking
notes if required.

● To provide similar support to the wider interim team.
● To welcome visitors at the Bradford 2025 office, and provide hospitality/refreshments as

required.
● To conduct basic research as required by the fundraisers, such as terms and conditions of

government funding schemes, funding priorities of trusts and foundations, corporate
priorities of potential sponsors, to help us focus our fundraising efforts effectively.

● To undertake any other duties which are consistent with the function of the job including
attending meetings and training courses.

● To develop an understanding of the City of Culture brand, the benefits it will bring to
Bradford District, and to funders and sponsors.

● To act as an ambassador for Bradford City of Culture 2025.



YOU WILL HAVE:

● An interest or passion for arts, culture and heritage.
● Excellent administrative and organisational skills.
● Keen attention to detail with a commitment to achieving excellent standards.
● A high level of computer literacy, including experience of using Google Docs and Sheets.
● Strong interpersonal skills
● Strong written and verbal communication skills.
● Confidence and ability to work with a wide range of partners in the public and private sector.

IDEALLY, YOU WILL ALSO HAVE:

● Knowledge of the Bradford District, Yorkshire and UK cultural infrastructure.
● Experience of administration in the Arts and Heritage sector.
● Experience of supporting fundraising activity.

YOU WILL BE:

● Flexible
● Hardworking
● Ambitious and energetic

WORKING TERMS:

Salary:  £25,000, pro-rata.

Hours: 37.5 hours a week. These can be worked flexibly, but the role is entirely office-based.

There may be times when weekend /evening work is required to attend meetings or consultation
events 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.

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 a wide 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.

Bradford 2025, City Park, Bradford, BD1 1SD - 01274 800551 -  info@bradford2025.co.uk
Registered office address: Bradford Culture Company Ltd, Schofield Sweeney, Church Bank House, Church Bank,
Bradford BD1 4DY Company registration number 12330027.  Charity number 1194599.


