
Culture Counts Project Coordinator  

 

Background Information  

The Federation of Scottish Theatre is Scotland’s membership and development body for 

professional dance, opera and theatre. FST Membership reaches over 250 independent artists, 

producing companies, venues, education and umbrella bodies across Scotland. FST brings the sector 

together to speak with a collective voice, to share resources and expertise and to promote 

collaborative working. 

FST host the Culture Counts project, which this new position is aligned to. Culture Counts is the 

Collective Voice of Scotland’s Culture Sector, representing the major arts and heritage organisations 

in Scotland. They are a small team with one full-time Executive Leader and one part-time 

Communications Manager currently in place. Culture Counts are branching out into some new work 

areas and require the additional support of a project coordinator to help get there.  

 

Culture Counts  

Culture Counts Project Mission  

Our mission is to work with members to: 

• Promote the public benefit of the arts, heritage and creative industries 

• Protect the eco-system of the arts, heritage and creative industries for the common good; through 

administration and policy change 

• Demystify the operations of Government and Parliament; allowing more people from the arts, 

heritage and creative industries to influence policies that impact on them 

Culture Counts Project Values 

• Ambition: for the arts, heritage and creative industries & future generations 

• Broad mindedness: collaboration, inclusion, learning and understanding different points of view 

• Creativity: experimentation with patience and perseverance, some changes are going to take time 

 

Post Details: 

Employer:  Federation of Scottish Theatre  

Project:   Culture Counts  

Job Title:  Project Co-ordinator  

Term:   1 year fixed term  

Location:  Flexible home-working and office hybrid  

Employment:  3 days per week 



Salary:   £26,000 (pro-rata 21 hours)  

Job Description:  

• Provide general administrative support including arranging meetings, preparation of 

minutes and agendas, managing room bookings and event catering arrangements 

• Coordinate the delivery of databases and mailing lists ensuring GDPR compliance  

• Monitor policy websites for updates and prepare reports 

• Proofread publications and promotional material 

• Coordinate the membership subscriptions system and members invoices  

• Assist in drafting funding applications for partnership projects with external 

organisations 

• Attendance at occasional meetings and events across Scotland in the daytime and 

where possible in the evening  

• Assist in the delivery of the Culture Counts online and in-person networks and 

events programme, including desktop research, development and delivery of event 

resources, surveys and evaluation consultation processes 

• Coordinate the booking systems (via Eventbrite and other systems as required) for 

events and workshops 

 

Person Specification 

Essential skills and experience: 

• Experience in supporting online workshops, meetings or events using zoom or 

teams, ensuring everyone’s accessibility and participation requirements are met  

• Experience in supporting in-person events e.g. ability to source accessible meeting 

spaces and event venues, manage technical requirements and liaise with venue and 

catering staff  

• Experience of researching and developing event resources (using Useful Facts) e.g. 

creating a document highlighting ‘key facts’ that may be issued to meeting or events 

participants  

• Experience in using Eventbrite to manage bookings for events and workshops 

• Experience of minute taking and preparation of agendas, reports and general 

meeting and network administration  

• Ability to develop systems to monitor policy websites and to draft short reports 

based on desktop research  

• Experience of creating and updating databases and mailing lists to allow seamless 

communications with various networks; groups and stakeholders, in compliance 

within GDPR rules  

• Highly organised and able to work on own initiative  

Desirable skills and experience  

• An interest or background in one or more of the follows areas: journalism, press, 

research, policy, politics, arts, heritage, creative industries  

• Experience in proofreading publications  

• Experience in drafting successful funding applications  

• Experience in managing membership subscriptions  

https://culturecounts.scot/useful-facts

