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30-Day Project Role: HAVEN Arts Coordinator (Freelance or Fixed-Term Employment Option)

Job Description: 
To project manage the PCoS HAVEN arts activities, one of two strands of the Colour Me Safe Arts programme. The HAVEN arts activities will support the charity’s delivery of empowering clients who attend our female-only drop-in service ‘HAVEN’, using public funding by Arts Council England.   

HAVEN is for women living in Portsmouth who have experienced any form of gender violence – FGM, forced marriage, domestic violence, trafficking, sexual exploitation and women engaged in sex work. The aim of the HAVEN Arts programme is to improve wellbeing, increase confidence and promote peer connections, subsequently building skills and empowering women who take part.

Working with the PCoS staff and volunteers, the post holder will join a vibrant team who have shared knowledge and experience of working with displaced persons. 
This role is ideal for someone who is self-sufficient with a background in the arts with excellent organisational skills, is a good communicator and who is passionate about working in a charity that supports people seeking sanctuary and safety in Portsmouth.

Main areas of responsibility:
· Project manage the HAVEN Arts Programme.
· Support five commissioned artists who will deliver 4 workshops each that will enable women attending the HAVEN drop-in to develop their artistic and creative talents.  
· Deliver good administration control.
· Keep to budget, in addition to evidence tracking and reporting to the funder.
· Liaise with Aspex Portsmouth to ensure the HAVEN Arts programme will culminate in a curated exhibition of artistic works created by the HAVEN women during Refugee Week 2027.
· Liaise with PCoS HAVEN staff and volunteers.

Reporting to:

· Board of trustees.


Key Responsibilities:
Project Development:
· Solely manage overall project schedule September 2026 – July 2027.
· Manage schedule of artists workshops closely with the HAVEN VAWG Coordinator.
· Ensure services are inclusive and accessible to all in the HAVEN community of women.
· Ensure that programme and project delivery meets contractual obligations of funder Arts Council England (including preparation of reports).

Artist Support: 

· Act as the main contact for visiting artists, helping with logistics, materials, and schedules.
· Assist setting up and breaking down workshops developed by commissioned artists, taking place at each HAVEN drop-in and one workshop taking place at Aspex Portsmouth.
· Maintain a confidential register of participants taking part in workshops.
· Assist with photographing creative outputs (as appropriate and directed by the artist leading a workshop). N.B. Ensuring participants cannot be identified. 
· Respond to artist and stakeholder queries upholding PCoS’ values.

Communication:

· Develop and maintain contact with artists, stakeholders and PCoS staff and volunteers using communication methods such as email, mobile phone and WhatsApp where appropriate, whilst maintaining confidentiality.
· Use PCoS social media as directed by artists, if and where appropriate and with consent from participants.
· Meet, update and email trustee line manager on a regular basis. 
· Connect with the PCoS LGBTQ+ Arts Coordinator, running a second strand of the Colour Me Safe Arts Programme, leading creative activity in a monthly group meet up.

Administration: 

· Plan and organise the schedule of workshops Microsoft Office tools e.g. spreadsheets, working closely with the PCoS HAVEN VAWG Coordinator.
· Maintain event calendar/diary of workshops and exhibitions.
· Plan and organise administrative tasks.
· Document meetings.
· Use time management methods to meet deadlines.
· Identify and implement systems to improve processes within the Arts programme.

Data Collection, Monitoring and Reporting:
· Maintain accurate records in line with GDPR and the PCoS Confidentiality and Data Protection Policy. 
· Collect and track evidence of the PCoS HAVEN Arts programme, completing monthly reports to the PCoS line manager and reports for the funders (Arts Council England).
· Maintain good expenditure monitoring, working with the PCoS Finance Officer, according to funder requirements.
· Collect participant feedback, track attendance and write evaluation reports. 
Safeguarding and Risk Management:
· Assist with identifying and responding to safeguarding concerns, including risks related to exploitation, trafficking or domestic abuse.
· Follow organisational safeguarding policies and make referrals when necessary.
· Work collaboratively with HAVEN staff who make referrals to social services, healthcare providers and legal professionals.

Key Principles (Good Practice):
The role should operate using the following approaches:
· Trauma-informed practice.
· Cultural competence and anti-discriminatory practice.
· Client empowerment and participation.
· Privacy, confidentiality and data protection.
· Safeguarding and risk awareness.
Person Specification
	Knowledge
	Essential
	· Experience managing an arts programme.
· Experience of working with artists, stakeholders and community.
· Experience of facilitating or participating in arts workshops.
· Experience of organising an exhibition or event working with stakeholder/partner venues.
· Ability to work sympathetically with individuals in crisis.
· Strong client advocacy.
· Strong professional boundaries and ethics.
· Willingness to undertake training provided.

	
	Desirable
	· Knowledge of safeguarding work.
· Experience in working with interpreters and across cultures.
· Knowledge of supporting refugees, asylum seekers or displaced people, suffering mental health trauma.
· Knowledge of UK asylum, immigration, or resettlement systems.
· Knowledge of NRPF (No Recourse to Public Funds) issues.

	Skills
	Essential
	· Self-sufficient project management with strong organisational, administrative, record-keeping and reporting.
· Ability to work independently and as part of a team.
· Empathy, compassion and cultural sensitivity.
· Ability to keep to budget with expenditure monitoring, working closely with the PCoS Finance Officer.
· Good written and verbal communication.
· Confidently liaise with commissioned artists who provide creative workshop activities.
· Ability to manage multiple tasks and prioritise workload.
· Ability to use a range of IT skills including email, client database, spreadsheet and online meetings.
· Able to employ tactful interpersonal communications and consultative skills.

	
	Desirable
	· Problem solving and resilience.
· Advocacy and negotiation.
· Ability to encourage and nurture clients to take part in arts activities.
· Ability to use social media (Instagram and Facebook.

	Experience
	Essential
	· Experience solely project managing an arts programme to completion, that includes liaising with artists and managing overall budget control.
· Previous experience working with an arts organisation, charity or community organisation in Portsmouth.
· Understanding of client needs that includes working with survivors of trauma.
· Interest in migration, community support or social justice.

	
	Desirable
	· Reporting to Arts Council England or other project funder.
· Knowledge of multi-agency partnerships.
· Personal lived experience of migration.
· Experience of volunteer services.

	Additional requirement 
	Essential
	· Will uphold PCoS humanitarian principles with integrity, ensuring inclusive practice, following PCoS’ vision and values.
· Willingness to share arts activity best practice with colleagues.
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