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How to apply 
 

1. Read through the application pack 

 

2. Send a copy of your CV and a written statement (max 2 A4 pages) to info@resonatearts.org, 

telling us: 

- Why you’re interested in this role and Resonate Arts 

- How your experience matches the key responsibilities 

- An example of managing systems or keeping processes organised 

This statement can also be submitted as an audio or video recording, no more than 6 minutes 

long. 

 

3. If you have used AI in your application, please tell us to what extent in a short statement. This 

helps us to fairly and accurately understand your skills, experience and communication style. 

 

4. Please complete an anonymous Equal Opportunities Monitoring form: Equal Opportunities 

Monitoring Form  
 

We reserve the right to close this vacancy early if we receive a high volume of applications, so we 

encourage interested candidates to apply as soon as possible. 

 

Application closes: 14th July, 8pm 

Shortlisting: 14th July - 20th July 

Invite to interview: 20th July 

Interviews: 23rd, 24th, 27th July 
 

We may invite candidates to a second interview as part of the selection process. 

 

The use of AI in this recruitment process 

We recognise that AI can be a useful and innovative tool in many areas of work, including supporting job 

applications. However, at Resonate Arts we value authenticity, individuality and lived experience, and we 

are keen to hear your own voice clearly reflected in your application. 

Please ensure your answers reflect your own experience, skill and judgement. We may explore your 

responses further at interview to understand your direct experience. 

The use of AI will not disadvantage your application, but we ask that any use is supportive rather than 

substitutive—for example, helping with structuring or proofreading rather than generating substantial 

parts of your response. 

As an organisation, we use AI in limited and appropriate areas of our work. However, we do not use AI in 

the shortlisting or interview stages of this recruitment process; all applications are reviewed by members 

of our team. 

mailto:info@resonatearts.org
https://forms.cloud.microsoft/e/BvBwfmK2DN
https://forms.cloud.microsoft/e/BvBwfmK2DN
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About Resonate Arts 

Resonate Arts is a small, dynamic charity dedicated to enhancing the lives of people living with dementia 

through the power of the arts. Working across the London boroughs of Westminster and Kensington & 

Chelsea, we support individuals living with dementia, as well as their families, friends and carers, to live 

well, stay connected and experience joy, creativity and meaning in everyday life. 
We believe that engagement in arts and culture has a profound and lasting impact on wellbeing, health 

and quality of life. Our mission is to be a driving force for positive change—reducing social isolation, 

supporting resilience and building vibrant, inclusive communities. 

Dementia is a life-limiting condition that can bring loneliness, depression and loss of confidence. With the 

number of people living with dementia rising significantly, the need for compassionate, creative and 

community-based support has never been greater. Resonate Arts exists to meet this need by creating 

welcoming, empowering spaces where people feel valued, heard and inspired. 
 

What We Do - Resonate Arts specialises in delivering high-quality, dementia-friendly arts programmes that 

are emotionally, culturally and cognitively inclusive. Our work brings people together to socialise, express 

themselves and build meaningful relationships through shared creative experiences. 

Our activities span a wide range of art forms, including music, visual arts, dance, drama, crafts and poetry. 

Sessions are led by skilled professional artists and supported by trained staff and volunteers, ensuring that 

every participant can engage in a way that is accessible, enjoyable and personally meaningful. 

Everything we do is underpinned by a person-centred approach. We take time to get to know each 

individual, be they colleagues, artists, partners or our participants and their families, building trust and 

relationships over time. This enables everyone to grow in confidence, form friendships and actively 

contribute to a supportive creative community. For this role prior dementia experience is not required but 

you must be able to work with care and sensitivity and be responsive and respectful in your 

communication with others. 
 

Our Programme - offers diverse opportunities for engagement, both one-to-one and in group settings, 

often delivered in partnership with leading cultural organisations. Our work is structured across three core 

strands: 

Creative Befrienders - our award-winning programme matches people living with dementia—particularly 

those who face barriers to leaving their home—with trained volunteers who share an interest in the arts. 

Together, they explore creative activities, both at home and in the community, fostering companionship, 

confidence and connection. 

Arts Projects and Events - we deliver a broad range of group-based arts activities, both in person and 

online. These include regular sessions, workshops and performances, led by our own artists or developed 

in collaboration with partners such as Wigmore Hall, the V&A Museum, the Royal Academy of Music and 

the British Library. These partnerships enable participants to engage with world-class cultural experiences 

in a supportive, inclusive environment. 

Resonate Now - we maintain regular contact with participants through phone calls and our monthly 

newsletter, Resonate Now, which shares news, creative content and a dementia-friendly calendar of 

events. This helps people stay connected and engaged, even when they are unable to attend sessions in 

person. 
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Our Impact - Resonate Arts supports a growing and diverse 

community of people living with dementia. Over 300 individuals 

are currently registered with the charity, and each month we 

work directly with around 40 participants and 20 family carers. 

Across a typical year, we deliver: 

• Around 150 social arts sessions 

• Approximately 130 one-to-one engagements through Creative 

Befrienders’ home visits 

• 10 creative projects and multiple community events 

Our participants are typically aged between 65 and 100, and we 

actively work to reach people from a wide range of backgrounds 

and communities. Feedback from participants and families 

consistently highlights the positive impact of our work—raising 

confidence, reducing isolation, fostering joy and helping 

individuals reconnect with themselves and others. 
Paper cut work created by Maria and Creative Befriender Vivien 

 

Our Team - we are a small, committed organisation with a core team of staff, supported by a network of 

freelance artists, dedicated volunteers and an engaged Board of Trustees. Despite our size, we are 

ambitious, collaborative and rooted in our local communities. We have 2 full-time and 1 part-time 

members of staff, a bank of experienced freelance practitioners and facilitators, 12-20 volunteer Creative 

Befrienders, a 7-member Trustee Board and an Honorary Treasurer. Working at Resonate Arts offers the 

opportunity to be part of a passionate and supportive team, where creativity, compassion and innovation 

are at the heart of everything we do. 
 

Our Future - as demand for our services continues to grow, so do our ambitions. We are committed to 

maintaining the quality and integrity of our work while expanding our reach and impact. Our priorities for 

the future include: 

• Supporting more people living with dementia, including those currently on our waiting list 

• Expanding our programme through new partnerships with arts and cultural organisations 

• Growing our Creative Befrienders network 

• Reaching underrepresented communities more effectively 

• Involving participants and carers more deeply in shaping our work 

• Developing sustainable and diversified funding streams 
 

Working With Us – we offer a unique and rewarding environment for people who are passionate about the 

arts, community engagement and improving the lives of others. We are particularly interested in 

individuals who are compassionate, creative, adaptable and committed to inclusive practice. 

You will be part of a busy team with many moving parts that - delivers sessions, coordinates programmes 

and supports  great governance and operations. Your work will contribute directly to creating moments of 

joy, connection and meaning for people living with dementia. If you are motivated by purpose and want to 

make a tangible difference through your work, we would love to hear from you. 
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Job Description 

Operations & Systems Coordinator  

Salary: £31,000 FTE (£20,666.67 pro rata)  

Hours: 25 hours per week (over 4 or 5 days to be agreed) 

Duration:  Permanent. This post is subject to a six-month probationary period. As a small charity, we 

regularly review our finances and organisational structure to ensure long-term sustainability. 

Annual leave: 25 days per year (full-time equivalent), plus bank holidays (pro rata) 

Pension: workplace pension scheme with 3% employer contribution 

Location: Principally from home, occasional work in the Westminster and Kensington & Chelsea to process 

DBS checks in-person and occasional presence at Resonate Arts events where there will be some contact 

with people living with dementia, their families and supporters. 

Reports to: Director 

 

This is a pivotal role at the heart of Resonate Arts, supporting the smooth, safe and effective running of our 

organisation. The Operations & Systems Coordinator will take ownership of the administrative and 

operational systems that underpin our work. From financial processes and participant data to governance 

and communications, you will ensure that our systems are accurate, efficient and well-organised. 

Your work will enable the wider team—particularly the Director—to focus on delivering high-quality, 

person-centred arts programmes for people living with dementia, and on securing the organisation’s long-

term sustainability. 

This is a hands-on role combining administration, systems management and coordination. It offers the 

opportunity to play a key part in strengthening how the organisation works, helping us to grow our impact 

while maintaining high standards of care, safety and accountability.  

 

Who we are looking for 

We are looking for someone who is aligned with our mission and our organisational values: Care, 

Collaboration, Creativity, Inclusion. You will bring precision, reliability and a strong sense of responsibility, 

alongside warmth and a commitment to inclusive, person-centred practice. You will be confident managing 

a varied workload across multiple systems, with the ability to organise your time effectively and maintain 

high levels of accuracy. You will also be motivated to improve how things work—bringing initiative and 

care to the development of systems and processes. 

You may already have experience in a similar coordinator or administrative role within the voluntary 

sector, or you may bring transferable skills from a client-facing, operational or service environment. Above 

all, we are looking for someone who wants to, and demonstrably can, contribute to meaningful work and 

support a small, dedicated team to deliver high-quality services. This role is ideal for someone who enjoys 

bringing order and clarity to complex tasks, and who wants their work behind the scenes to have a 

meaningful impact on people’s lives. 
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Key Responsibilities 
Financial & Bookkeeping 

• Maintain accurate financial records using Xero, including: 

o Uploading and processing invoices, expense claims, and receipts 

o Allocating transactions to correct accounts, projects, and funds 

o Reconciling bank statements and matching payments 

• Manage freelance contract payments 

• Process and pay all incoming invoices and expense claims, ensuring authorisation process  

is followed 

• Process and log donations, ensuring accurate tracking, gift aid and reporting 

• Liaise with the Director, Honorary Treasurer and accountants 
  

Systems & Data Management 

• Help maintain secure data management practices for all and support legal compliance in  

line with GDPR and organisational policies 

• Maintain and update participant and referrer records using Charity Log (CRM) 

• Log new referrals and support data entry for monitoring and evaluation 

• Organise and maintain shared drive and advance more effective processes for  

data management including archive design, unifying templates, and ensuring accessibility for a 

range of users 

• Coordinate DBS applications, documents and reference checks for volunteers 
  

Communications & Coordination 

• Monitor the charity’s main email address and disseminate enquiries across the team (staff,  

trustees, associate artists and volunteers) 

• Compile and distribute the monthly Resonate Now newsletter and other printed materials 

• Liaise with contracted services, manage renewals and subscriptions 

• Arrange the regular collection and distribution of post 

• Manage the taxi account using credit control statements to manage invoices and payments 

• Maintain and update the website 

• Support the Director to ensure good AI practice in line with policies 
  

Governance & Reporting 

• Support the production of reports for funders and data for bid writing, drawing on CRM and 

financial data 

• Assist with governance tasks as necessary including: 

o Policy list reviews and updates 

o Minute-taking and dissemination at (board) meetings 

o Charity Commission, Companies House and ICO filings and documentation 
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Person Specification 

Essential Skills & Experience 

• Ability to improve and streamline administrative systems and processes 

• Confident organising digital systems (e.g. shared drives, templates, CRM data) for clarity and 

accessibility  

• Strong attention to detail and ability to manage and prioritise a varied workload independently, 

maintaining accuracy across multiple systems 

• Excellent written and verbal communication skills in a range of contexts 

• Experience in a client-facing or service-oriented role  

• Confident engaging with a wide range of people, including participants, volunteers, and funders 

• Commitment to inclusive, person-centred practice 

• Proactive and reliable, with a strong sense of ownership for completing tasks and maintaining 

standards 

• Confidence using digital tools (e.g. Microsoft 365, databases/CRMs, shared drives) to manage 

information effectively 

• Experience supporting day-to-day financial processes (e.g. processing invoices, reconciling 

transactions, tracking income/expenditure), ideally using Xero or similar 

• Understanding of the importance of confidentiality, data protection, and safe data handling (GDPR) 

 

Desirable 

• Experience in a small charity, not for profit or arts/health setting 

• Experience producing reports or working with funder reporting requirements 

• Understanding of charity governance and compliance 

• Experience using a variety Microsoft 365 apps 

• Interest and confidence in using AI tools to improve efficiency, communication and organisational 

systems 

 

 

 

 

 

 

 

 

 

 

Olamony performing live at 

Resonate Arts Celebration Party 

2025, Photo credit: Rugfoot 

Photography
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Equality, Diversity and Inclusion 

At Resonate Arts, we are committed to creating a warm, inclusive and equitable environment where 

everyone feels valued, respected and able to participate fully, regardless of their background, identity or 

lived experience. Equality, Diversity and Inclusion (EDI) are at the heart of our work, shaping both our 

programmes and how we operate as an organisation. 

 

We actively work to ensure our activities are accessible and welcoming to all, with a particular focus on 

reaching underrepresented communities and those who may face additional barriers to participation. We 

strive to create safe, supportive spaces—whether in person, online or within our communications—where 

people living with dementia, and those around them, can feel a genuine sense of belonging. 

 

We are particularly keen to hear from applicants who are underrepresented in the arts and charity sector 

as well as people representative of the diverse communities living in the boroughs of Westminster and 

Kensington and Chelsea. We believe that a diverse team strengthens our work, enriches our perspectives 

and better reflects the communities we serve. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Summertime Celebration, animation still, Creative Space Art member, 2024 

 

 

 

 

https://www.westminster.gov.uk/joint-strategic-needs-assessment/people
https://www.rbkc.gov.uk/health-and-social-care/public-health/joint-strategic-needs-assessment/people
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Thank you 

We thank you for taking the time to consider this exciting role and in reading through the job pack, we look 

forward to your application. 

 

Reminder of application process 

Application closes: 14th July, 8pm 

Shortlisting: 14th July - 20th July 

Invite to interview: 20th July 

Interviews: 23rd, 24th, 27th July 

We reserve the right to invite candidates to a second interview as part of the selection process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Resonate Arts Celebration Party 2025, Photo credit: Rugfoot Photography 

 

Connect with us 

 

 

www.resonatearts.org 

0300 0307212 

Info@resonatearts.org 

Charity Number: 1025755 

http://www.resonatearts.org/
mailto:Info@resonatearts.org
https://www.instagram.com/resonatearts_london/
https://www.facebook.com/ResonateArtsLondon/
Linkedin.com/company/resonatearts

