
 
 
 
Employer – Polyphony Arts Ltd 

 
Vacancy – Administrator  
 
Working pattern and contracted hours – 30 hours per week, working six hours per 
day Monday to Friday. Flexibility on working pattern is available.  
 
Number of vacancies 1 
 
 

 

Job Summary  
 
Polyphony Arts Ltd is a classical and folk music artist and project management 
organisation, and we are looking for an Administrator to provide admin and diary support 
to the Leadership Team and the Artists and Projects Team. 
 
You can find out all about us and what we do on our website, and really get to know us 
via our podcast, Music Works. 
The role of Administrator involves providing a range of administrative support including 
diary management, internal communications, spreadsheet and database maintenance 
and research into contacts and events that are useful to Polyphony Arts. 
 
The role will include provide a range of administrative support for the Leadership Team of 
Polyphony Arts Ltd, and for the team of Artist and Project Managers. You will use a range 
of IT systems including Google Workspace, Hubspot CRM,Trello and Clockify,  and 
maintain accurate records and information and data inputting. You will manage emails, 
filing, and diaries. Training will be provided on all systems, and the role will include the 
opportunity to experience arts management roles such as artist management, project 
management and marketing. 
 
Polyphony Arts is a remote company and therefore this role is remote. At Polyphony Arts 
we advocate for and are dedicated to equality, diversity and inclusivity. These roles are 
open to everyone, regardless of gender identity, race, and social or cultural background.  
 

https://polyphonyarts.com/
https://polyphonyarts.com/


 
Essential skills, experience 
and qualifications 

 
 

 
We want to hear from candidates who have a willingness to 
learn and take part in all required training. We want 
someone who can demonstrate a positive attitude and ability 
to take initiative. 
As a company specialising in classical and folk music 
management, an interest and knowledge of one or both of 
these types of music is essential. Previous experience in 
arts management is desirable. 
The successful candidate will be highly organised and able 
to plan workload and have excellent communication skills 
(letter writing, phone, email); they will be required to follow 
instructions and produce accurate work. 
It is important the person is computer literate and has 
experience of using Google Workspace and Google 
calendars. 
You need to be able to work independently or as part of a 
team and work in a professional manner at all times and 
ensure confidentiality, respect and project a positive image 
of Polyphony Arts.  

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


