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JOB ADVERT 
 

Job title: Early Years Programmes Assistant/s 
 
Salary: £15,796 – £18,278 pro rata (depending on skills and experience) 
Fixed term contract for 12 months, subject to funding.  
Office Base:  Central Stafford 
 

Job reference PA03/20 

Contract 5 hours per week.  Tuesdays between 12pm & 5pm 
 

Job reference PA04/20 

Contract between 8 and 10 hours per week split over 2 days, to be negotiated 
 
Make Some Noise is excited to be growing its Programmes Assistant Team by offering these new roles to 
support our range of music programmes that encourage development in babies, toddlers and children 
(alongside their parents/carers and nursery practitioners).  As we approach 20 years of early years 
childhood development, speech and language, movement and music delivery; we are excited to be able to 
offer these roles in our growing organisation.  
 
We are looking for a highly organised and methodical individual, experienced in creative early years 
provision. Being a musician is not vital to this role; the position is ideal for someone who is capable of 
communicating how our early years music programmes develop key skills such as communication and 
language, literacy, physical development and expressive arts. 
 
You will work alongside the Programme Development Officer to provide project coordination to support 
our range of music programmes.  The focus of the role will be to support our flagship early years music 
provision for disadvantaged and marginalised children (0-5yrs old).   
 
You will be expected to organise our freelance musicians, to ensure they achieve the following: 
 

• A good understanding of the Early Years Foundation Stage (EYFS) 

• Develop their experience in leading early years music classes/workshops 

• Develop their early years music repertoire (songs, rhymes, games, activities) 

• Delivery that builds positive, supportive and ongoing relationships with children and their families 

• Delivery that is friendly, inclusive, responsive and adaptable approach to children’s musical ideas 

and interactions. 

 
You may occasionally be expected to attend sessions that develop personal, social and musical skills of 
under 5s (alongside their parents/carers) who are dealing with challenging circumstances and have 
additional needs, to provide backup support if necessary.  
 
Make Some Noise is highly regarded for its work with children, young people and families, and regularly 
contributes to strategic development on a local and regional scale.  Predominantly working with 
organisations across Staffordshire, Stoke on Trent, Shropshire and Warwickshire we are interested in 
challenging perceptions and offering new ways to move lives beyond disadvantage through music. 
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HOW TO APPLY 
 
Closing date:  8am Thursday 19th March 2020.  Please note applications received after this time will 
not be considered. 
 
Interviews:  Thursday 2nd April 2020 
 
Please note: 
 
1) Applications will only be accepted on our completed Application Form.  Please do not include CVs 

2) If you wish to apply for both posts, please indicate this in the application form by stated both job 

references.  However, we are looking to recruit two separate part-time roles and we are unable to 

offer this as one combined role 

3) Applications received after this deadline and/or without a completed application form, will not be 

considered 

4) If you are not invited to an interview by 23rd March 2020, then unfortunately you have not been 

shortlisted.  As a small team we are unable to respond to each applicant individually 

5) Please send completed application form (preferably by email) to: info@make-some-noise.com  

Alternatively, post to: Eastgate House, 79/79a Eastgate Street, Stafford, ST16 2NG 

6) If you have any questions about the role, please email info@make-some-noise.com 

 

mailto:info@make-some-noise.com
mailto:Helen@make-some-noise.com
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ABOUT MAKE SOME NOISE 
 

Make Some Noise is one of the leading music charities in the West Midlands. 
 
We believe that the lives of children and young people will be significantly enhanced by opportunities to 
make music.  We explore innovative approaches that work towards better access to music.  We are 
passionate about music and believe in music being used as a catalyst for positive change; inspiring children 
and young people. 
 
Our incredible team of professional freelance musicians are trained to work with a variety of groups from 
babies, toddlers and their families, to challenging or excluded young people, in community centres, 
theatres, schools or specialist forensic and psychiatric units helping to build confidence, skills and 
experience in music making.  
 
Our core business falls into three main strands of activity: 
 
Inclusive Music Making:  We make it happen for everyone 
Delivering inclusive, innovative and ground-breaking music projects to improve opportunities in our 
beneficiaries’ lives. 
 
Training and Development: We develop the capacity in others to provide inclusive music making 
opportunities 
Providing training and networking events to support music organisations, Music Leaders, volunteers, 
beneficiaries, ensuring quality provision and professionalism of the sector. 
 
Information and Advocacy:  Sharing best practice and working with others to champion the positive 
impact of inclusive music making 
Using our knowledge and expertise to lead by example, developing and promoting best practice across the 
sector and advocating to decision-makers. 
 
Our Company Values are Professionalism, Ingenuity, Inclusivity & Fun. 
 
Last year’s success in numbers (2019) 
 

 
3,210 Vulnerable beneficiaries empowered 

 

125 Live showcases and performances 

 
503 Free inclusive workshops for positive change 

 

336 Awarded accreditations and qualifications 

 

28 Employed and trained community Music Leaders 

 

226 Professionals involved in our networks and training 
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28 freelance Music Leaders & trainers 

Background 
Make Some Noise was established in 2001 and was managed for the first 8 years by a consortium of 
partners led by Staffordshire County Council.  Make Some Noise launched as an independent charity and 
company limited by guarantee in April 2009.  Make Some Noise is governed by an independent Board of 7 
Trustees and managed by a growing staff team comprising of 9 members of staff (see organisational chart 
below): 
 

Organisational Structure  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Board of Trustees

Tim Sharp

Chief Executive Officer

Helen Buttery

Administrator

Dawn Uttley

Admin 

Assistant

Cat Crum-
Crown

Programme 
Development 

Officer

NEW PA03/20

Programmes 
Assistant

Murray 
Brailsford

Programmes 
Assistant

NEW PA04/20

Programmes 
Assistant

John 
Simmonds

Programme 
Development 

Officer

Dan 
Greeenwood

Programmes 
Assistant

Mairead 
Montague

Freelance 
Accountant

Steph 
Newport

Freelance 
Press Officer



 

6 

 

JOB DESCRIPTION 
 
Job title: Early Years Programmes Assistant 
Job reference: PA03/20 
Job reference: PA04/20 
Salary: £15,796 – £18,278 pro rata (depending on skills and experience) 
Fixed term contract for 12 months, subject to funding.  
 
PLEASE NOTE: PA03 is a 5 hour post and PA04 is an 8 to 10 hour post 
 
Principal purpose of post/s 
The purpose of this position is : 

• To provide project support for the Programme Development Officer on the early years music-making 
programme/s 

• To provide project support around the EYFS Framework to ensure the early years programme/s deliver 
music provision that supports the communication, language, literacy, physical development, expressive 
arts and family resilience of disadvantaged and marginalised children 

• To provide project support on the early years music-making programme/s to ensure it develops the 
music-making ability of early years professionals. 

 
The post holder will be based at our office in Stafford and will be required to travel in order to support the 
programme/s, which will engage with stakeholders such as nurseries (private, voluntary and independent), 
independent providers, community centres and arts venues. 
 
In line with business growth, additional hours may become available, so reasonable flexibility is expected. 
 
Key responsibilities 
1) To foster links and work in partnership with other providers of provision in the area such as the local 

authority and voluntary sector 
2) To support the development of the EYFS within the organisation 
3) To develop positive enabling relationships with children and families 
4) To schedule timetables of setting delivery, working with Music Leaders to establish availability 
5) To collect data from Music Leaders in a timely manner for collation and reporting 
6) To support the development of early years schemes of work and workshop content with Music 

Leaders, that ensures all beneficiaries are supported to develop personal, social and musical skills, 
aligned to aims and outcomes 

7) To support the collection of project data, with Music Leaders on project outcomes and outputs to 
ensure all objectives are met in an appropriate, timely and accountable way 

8) To liaise with host organisations and partners on the delivery and reporting of projects 
9) To support Make Some Noise subscribed accreditation processes, e.g. AQA Unit Awards Scheme 
10) To attend relevant training courses/workshops applicable to the role 
11) To attend regular supervision with the Programme Development Officer 
12) To adhere to all company policies and procedures. 
 
General 
Ongoing implementation of Company policies relating to health & safety, safeguarding, employment, and 
equal opportunities. 
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Carrying out any other duties as may be required by the Programme Development Officer / CEO and be 
reasonable and necessary for the proper conduct of the Company’s business. 
 
Safeguarding 
Our organisation is committed to safeguarding and promoting the welfare of children and young people 
and expects all staff and volunteers to share this commitment.  The successful candidate will be subject to 
an enhanced (with barred list) DBS Check. 
 
Equal Opportunities, Diversity and Inclusion 
Make Some Noise is an equal opportunities employer, and selects staff on merit, irrespective of race, sex, 
gender, disability or age. 
 
We offer a competitive package which includes: 

• 24 days plus the statutory bank holidays pro rata entitlement for part-time staff 

• Matched 6% employer contribution into our workplace pension scheme (if eligible) 

• Paid sick, emergency and compassionate leave 

• Access to training, materials and the ability to attend conferences and networking events where 
relevant. 
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PERSON SPECIFICATION 
 

Job title: Early Years Programmes Assistant 
Job reference PA03/20 & Job reference PA04/20 
 
Administration/ Coordination Skills   
A good standard of education including English Language and mathematics Essential   

Experience of key software such as Microsoft Outlook, Word and Excel  Essential  

Experience of data entry / working with databases Essential   

 
Quality of Work 

  

At least 1 years’ experience in assessing, monitoring and evaluating 
outcomes and writing reports 

Essential  

Experience of accreditation development  Desirable 

Experience of writing funding applications (under £2000)   Desirable 

Excellent organisational skills, including the ability to use own initiative and 
be proactive in the management of own workload 

Essential  

 
Knowledge  

  

An entry level qualification (A Levels/BTEC or equivalent), or ongoing CPD in a 
creative and relevant area, for example: early years, music, dance, 
movement, music theatre etc 

 Desirable 

Certificate of Music Education Level 4  Desirable 

A degree level qualification or equivalent relevant professional qualification  Desirable 

Experience of supporting children and young people through accreditation 
e.g. ASDAN, Duke of Edinburgh, Arts Award, AQA 

 Desirable 

A broad understanding of Staffordshire and Stoke-on-Trent socio-economic 
issues 

 Desirable 

A strong foundation in multi-disciplinary early years music and movement 
methodologies and approaches such as Kodaly, Reggio Emilia, Montessori, 
PEEPS, singing and percussion 

 Desirable 

Broad understanding of child development Essential  

Experience of using social media in the workplace (Hootsuite, Facebook, 
Twitter etc) 

 Desirable 

 
Core Values 

  

At least 1 years’ experience in supporting culturally diverse early years music 
and movement activities with babies, toddlers and children, with additional 
needs and their families 

Essential  

Works in a non-judgemental manner at all times Essential  

An enthusiasm for the value of music in the lives of children as early as 
possible 

Essential  

 

Interpersonal   
Significant experience of working with the minimum of supervision and with 
initiative 

Essential  

Experience of working as a flexible and collaborative member of a small staff 
team 

Essential  
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Responsibility  
 

  

Understands and is committed to child protection, promoting the welfare of 
children and young people/vulnerable adults and health & safety 

Essential  

 
Communications 

  

Excellent communication skills, including being able to relate effectively to 
our stakeholders e.g. children, freelance practitioners, partner organisations 
such as PVI settings 

Essential  

Has a positive outlook, is punctual and reliable Essential   

 
Training and Development 

  

Committed to continuous professional development of self and others by 
keeping up to date, sharing knowledge, encouraging new ideas, seeking new 
opportunities and challenges and is open to ideas and developing new skills 

Essential  

 

Ability to work bank holidays, weekends and evenings as required Essential  

 
 
The above attributes will be considered through Application Form, Interview and Activities/Presentations 
 


