
SIDNEY SUSSEX COLLEGE  JOB DESCRIPTION 
 

 

Job title:   MUSIC ADMINISTRATOR 

Responsible to:  Director of Music 

Place of work: Sidney Sussex College, Cambridge and associated properties 

Hours: Permanent, part time, 50% FTE post.  Hours are worked flexibly 

dependent upon busy periods.  The potential work pattern may 

be as follows: 

 In term (26 weeks): Wed to Fri 9.00 – 5.00 

 Pre and Post term: 6 weeks with 25 hours per week 

 During College vacation: 6 hours per day for 25 days 

touring and concerts. 

Salary range: £23,754 Point 30 on the University’s Single Salary Spine, paid 

pro rata.  For the part time hours of this post the salary, pro rata 

is £10,990.18 (inclusive of holiday pay) 

Holidays: Entitlement to holiday pay equal to 25 days plus 8 bank 

holidays, pro rata. 

Pension scheme: The College offers membership of a contributory pension 

scheme provided by the Universities Superannuation Scheme 

(USS). Subject to age and earnings level, you will be auto 

enrolled into this scheme and you retain the right to opt out. 

Sidney Sussex College 

Founded in 1596 and the youngest of Cambridge’s “old colleges”, Sidney Sussex College is located in 

the heart of the historic city of Cambridge and is steeped in history.  The College is a centre of 

academic excellence and actively fosters research across the entire academic community.  Over the 

years, Sidney’s members have achieved innumerable academic successes, including four Nobel 

Prizes. 

 

Sidney is well-known for harbouring a relaxed environment and friendly community who work 

together to provide a great living and learning experience. The College is ambitious for its people to 

perform at their best and to be happy while doing so, and it strives to be as open, vibrant, and 

inclusive as possible. 

 

Sidney Sussex is led by the Master, Professor Richard Penty, and has some 80 Fellows, over 100 

assistant staff, and around 630 undergraduate and postgraduate students.  



 

Job Summary 

This role provides administrative support for the College’s musical activities, working with the choir, 

the Director of Music and the College Chaplain. 

 

In order to perform the job effectively, it would be desirable for the Music Administrator to be a 

member of the Choir and fully participate in its standard commitments and activities.  This brings with 

it the privileges of being a choir member which include free singing lessons and full subsidy for all choir 

tours. 

Key Responsibilities: 

 
Providing administrative support to the College’s Director of Music: 

 Managing the music library and preparing music for events, concerts and services. 

 Scheduling the choir for services, rehearsals and lessons. Recruiting deputies as required. 

 Administration of Music budget and purchasing for music. 

 Arranging two choir tours per annum, including booking venues and making travel and 

accommodation arrangements within a given budget. 

 Arranging concerts, events and outreach programme for the choir. 

 Participating in concerts and tours. 

 Supporting the College’s musical activities by assisting members of the College to arrange music 

events. 

 Overseeing the hiring of the College’s musical instruments and booking of practice rooms. 

 
Providing administrative support to the College’s Chaplain: 

 Producing and printing orders of service. 

 Scheduling readers and sides-people for services. 

 Keeping track of, and ordering, Chapel sundries. 

 Booking accommodation for visiting preachers, and handling expense claims. 

 Publicising upcoming Chapel events and services. 

 
Areas of shared work 

 Co-ordinating and publishing the Term Card. 

 Arranging and minuting Choir, Chapel, and Music Committees. 

 Managing public relations for the Choir and Chapel, working with the Fellow Communications 

Officer to keep the relevant College website pages and Social Media up to date. 

 Working with Development in co-ordinating donor stewardship in relevant areas. 

 

In addition to working with the Director of Music and the Chaplain, other key contacts include: 

 Senior Tutor 

 Tutorial Team 

 Undergraduate and Graduate Tutors  

 Nurse 

 Accounts Team 



General Responsibilities 

 To take part in the College’s appraisal scheme and to undertake training as required 

 To be responsible for your own health and safety in the workplace 

 To fully comply with all the College’s policies including equality of opportunity and data 

protection 

 To undertake any other reasonable request or duties commensurate with your post 

Sidney Sussex College is an equal opportunities employer. 

 
PERSON SPECIFICATION 

 Likely to include: Desirable: 

Qualifications/  

Education 

 Educated to degree level or 

equivalent 

 

 Professional or vocational 

training/membership in a relevant 

field 

Skills/Training/ 

Experience 

 

 Previous choral experience 

 Excellent organisation and time 

management skills 

 Excellent communication skills, 

both written and verbal 

 Excellent inter-personal skills, 

including a good telephone manner 

 Ability to read music 

 Good computer skills with 

proficiency in Word, Excel, 

Photoshop  

 Proven ability to work as part of a 

team as well as being able to work 

independently  

 Proven ability of showing initiative 

and decision-making 

 Ability to organise and co-ordinate 

a range of activities not always 

during ordinary office hours 

 Propensity to be trained in how to 

use webcasting software 

 Ability to operate live-streaming 

software for chapel services and 

other events (training provided) 

 An understanding of liturgy 

 Previous use of Sibelius music 

software 

Personal 

attributes 

 Flexible approach – occasional out 

of hours work  

 A warm, friendly manner 

 Ability to work in a confident 

manner 

 Willingness to make a positive 

contribution to College life. 

 

 


