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16 October 2017 
 
 
 
Operations Co-ordinator 
 
Please find enclosed the Job Description and Person Specification for the position of 
Operations Co-ordinator for Limehouse Town Hall.  
 
If you would like to discuss the role informally please feel free to contact me. 
 
To apply please send a CV and a covering letter of no more than 2 pages to 
vacancies@lthct.org.uk 
 
The deadline for applications is 5pm Monday 13 November 2017 
Interviews will take place on Tuesday 28 November 2017. 
 
Thank you for your interest in Limehouse Town Hall. 
 
Kind regards 
 
Elyssa Livergant 
Chair, Limehouse Town Hall Consortium Trust 
elyssa@lthct.org.uk 
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Limehouse Town Hall and Limehouse Town Hall Consortium Trust  
 
Limehouse Town Hall Consortium Trust (LTHCT) is a grassroots charity dedicated to 
maintaining, improving and promoting Limehouse Town Hall’s use to advance public 
education and involvement in arts and culture.   
 
Currently self-sustaining, we are gradually and thoughtfully restoring the building to 
its place as an active participant in Limehouse, the east end of London and beyond. 
We seek to offer an ethical model for cultural production, one that brings together 
arts, activism and alternative grassroots forms of civic participation. The 
organisation’s coordinator will play a crucial role in facilitating the whole building’s 
development and activities, which are primarily driven by volunteers. 
 
Below you will find the job description, more about our organisation, practical details 
about the role and a person specification.  
 
More About Us 
A grade II listed building, and the nation’s one-time labour history museum, 
Limehouse Town Hall is a place where artists and cultural producers, audiences and 
communities in Tower Hamlets, and beyond, are supported to share ideas, try out 
new things, and imagine a better here and now. Limehouse Townn Hall Consortium 
Trust THCT supports several organisations and artists (creative residents) based at 
the Town Hall including: 
 
Stitches in Time: an arts education charity working in Tower Hamlets for over 20 
years using textiles as a focus.  
 
The Boxing Club: a collective of artists, cultural workers and community activists 
working in Tower Hamlets for the last 10 years that produce and support off centre 
and experimental cultural activity.  
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LTHCT promote ideas and practices of mutual aid and cooperation through the 
groups and activities we support. In addition to the regular activity of our creative 
residents, the Trust supports and initiates a range of activities. In 2016-17 this has 
included: 
 

• Sound Play!: A sound installation workshop for young people drawn from the 
Locksley Estate in partnership with the Drama Department at Queen Mary 
University of London, Stitches in Time and the Boxing Club.  

• A week of events to mark Fun Palaces and the 80th Anniversary of the Battle 
of Cable Street, including an evening of sound with London Sound Survey; 
new pieces of theatre in response to They Shall Not Pass; and a fundraising 
collaboration with Jewdas featuring Klezmer music from London, Berlin and 
Vancouver in support of anti-fascism. 

• A series of creative community consultation events around a proposed 
development in Limehouse, that introduced residents to local planning 
processes and issues around affordable housing and community 
infrastructure. These events supported residents to critically reflect on how 
they would like to see their area develop, culminating in a response to the 
council on the proposal from the Trust and a community petition in relation to 
a proposed development. 

• The first exploratory research project in the UK on the Universal Basic Income 
in collaboration with Citizen’s Income Trust. 

• Launching the ‘Education, Activism and Ethics Strand’ at the History 
Workshop’s Radical History/Histories of Radicalism Conference at Queen 
Mary University of London. 

• Participation in Open House. 
 
LTHCT have undertaken major capital works on the roof of the building and is 
moving into the next stage of work to make the building and its activities more 
accessible and engaging. 
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The Role 
We are currently looking for someone fantastic to support the activities of the Board 
and the day to day running of the organisation. This is a new part-time role and will 
be central to the organisation. You will be a key holder. We are a small organisation 
that is primarily supported through volunteers.  The co-ordinator is accountable to 
the Board, who are responsible for overall strategic planning of LTHCT and any legal 
business.  
 
Salary and Hours 
This is a one-year contract. An extension is dependent on availability of funding. The 
salary is £27,669, pro-rata at 2-days. This is equivalent to 15-hours p/w at 
£15.16/hour. You will be entitled to annual leave and sick pay. There is a 3-month 
probationary period. 
 
Location 
You will need to work at the town hall at least once a week and be based in and/or 
around London. You will also have to attend some meetings or events in the evening 
or on the weekend, so some flexibility will be required. 
 
Accessibility 
Limehouse Town Hall is currently not wheelchair accessible. We will be addressing 
this in our next stage of work on the building. Applicants with disabilities, visible or 
invisible, medical or any other condition who feel they need to discuss possible 
adaptations to the work environment or adjustments to working practices are 
welcome to email us with questions and we can also arrange a visit to the space.  
 
Limehouse Town Hall Consortium Trust is committed to a policy of equal 
opportunities and we ensure that all applicants are treated fairly and equally.  
 
 
Job Description  
This is a new role, so this job description is a guide to the nature of the work. It is not 
completely comprehensive or restrictive and may be reviewed with the post holder 
and the Trust’s board.  
 
The ideal applicant will have strong project management, administrative and 
communication skills as well as experience and understanding of arts, culture and 
organising for change.  
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The job will include having an overview of the organisation to better support the Trust 
and the building’s creative residents to realise their aims and goals. The co-ordinator  
will ensure the Trust’s work is staying on course by keeping track of what we’re 
doing, helping to maintain our strategy and record keeping (including minute taking), 
being proactive when necessary and offering support for research, writing and 
liaising with collaborators and partners.  
 
They will be expected to keep up with email and finance admin and social media, 
update our website when necessary, occasionally plan and promote events and 
support the management of external hires. In addition, from time to time, they’ll need 
to lend a hand stocking the toilets with loo roll and keep an eye out for work that 
needs doing in the building (for example leaks and sticky locks). 
 
We are currently in an evaluation and planning phase, reflecting on where we’ve 
been and strategizing where and how we want to move forward. We hope a paid 
worker can support us while we continue to undertake this process. 
 
 
Person Specification 
 
Skills and Attributes 

• Commitment to our aims and values 
• Excellent administrative and organisational skills 
• Excellent written and spoken communication skills 
• Able to respond thoughtfully, calmly and with good humour to sometimes busy 

and improvisational working environments.  
• Able to manage and prioritise multiple tasks and re-organise workloads to 

incorporate the unexpected 
• Competent use of applications (word documents, spreadsheets) and social 

media 
• Ability to establish, maintain and support good working relationships with a 

wide range of people with different experience, backgrounds and knowledge. 
• Attention to detail and numeracy skills 
• Ability to work independently and as part of group 
• Ability to take effective meeting minutes 
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Experience and Knowledge 
Essential 

• Bank account management 
• Experience of using & developing systems and procedures 
• Experience of creation and management of budgets 
• Experience of project management  
• Working autonomously and collaboratively 
• Experience of working with or demonstrable interest in independent arts and 

cultural activity. 
• Knowledge of and commitment to race equality and equal opportunities issues 

and policies. 
 

Desirable 
• Experience of grant and/or report writing: ability to write internal and external 

reports, funding applications and announcements. 
• Ability to speak some Bengali 
• Knowledge/interest in critical debates about urban development and the city 
• VAT knowledge and experience  
• Knowledge of the charity, heritage and voluntary sector 
• Financial Projection and cash flow monitoring 

 
 
How to Apply 
To apply please send a CV and include a cover letter of no more than 2 pages to 
vacancies@lthct.org.uk detailing why you’d like to work with us in this role and why 
you feel you’d be suitable. Please draw on the job description and person 
specification.  
 
The deadline for applications is Monday 13th November 2017 at 5pm.  
First interviews will take place on Tuesday 28 November 2017.  
 
Please feel free to email us if you have any questions or would like more information, 
particularly if you are worried you are not able to meet all the person spec but are 
very excited by the role and what we do. We want to hear from you! As we’re 
primarily run by volunteers it may take us a day or so to get back to you, but we will! 
 


