
Administrator at Village Underground & EartH 
 
Type: Full time position, 42.5 hours per week, with some early morning/late evening work. 
Salary: £21,000 – £23,000 
Start: ASAP 
 
The role 
This is an entry level position and a great opportunity for the right person to develop their                 
skills, networks and knowledge in the live music and cultural sectors.  
 
The Administrator will be responsible for supporting the day-to-day administration across           
both venues. They will be someone with an interest in developing administrative and             
business skills and who enjoys being organised and working as part of a small and busy                
team. 
 
The successful candidate will have the opportunity to gain experience in the following areas: 
− Arts administration 
− Event planning 
− Marketing and social media 
− Community management (support VU's 'train community', including responding to 
ad hoc enquiries, helping organise community events,...) 
 
Roles and responsibilities 
Office Support 

● Main point of contact for general public (email, social media and telephone) 
● Liaise with venue staff to organise disabled access 
● Sort and distribute post to staff and tenants 
● Conduct research (eg. competitor analysis) 
● Update various databases 
● Manage utilities accounts and correspondence  
● Order stationery  
● Assist with new staff induction (keys, computers, etc) 
● Act as IT support as and when needed 
● Contribute to and organise office improvements 

 
Event & Operations Support 

● Draft and issue contracts for most events 
● Draft and manage PRS and PPL returns and invoices 
● Support the Operations team with lost property enquiry 

 
Marketing Team support 

● Manage ticketing allocations for both venues and liaise with various ticketing agents 
● Send bi-weekly ticket updates 
● Support the Marketing team with social media posts when required 
● Support the Marketing team with the creation of marketing collaterals when required 
● Update of the website with new events pages  



● Coordinate printing of marketing collaterals 
 
Commercial & Private Events Team Support 

● Respond to enquiries that the commercial team has forwarded on, input to CRM             
accordingly 

● Update CRM and other databases as and when 
● Support the team with various client enquiries 
● Prepare venue and host site visits 

 
Co-working spaces 

● Manage the Meeting Room: bookings, maintenance, cleanliness, supplies 
● Main point of contact for VU tenants 
● Advertise office spaces and organise viewings 
● Organise maintenance works or repairs as and when needed 

 
Person specifications 

● Organised, self-motivated, with a high level of initiative and the ability to work across              
a range of tasks simultaneously  

● Excellent organisational, administration and communication skills 
● Ability to make continuous improvements to administrative processes 
● Accurate with a good eye for detail 
● Experience of using social media, digital tracking tools and updating websites 
● Interest in developing administrative and business skills 
● Good IT skills, particularly in Google Apps, Word, Excel, Photoshop  
● Demonstrable and informed interest in what we do 
● Previous experience of working in an office environment 

 
Access information 
Our office is located above Village Underground and, due to the nature of the building, is only                 
accessible by a staircase and does not have a lift.  
 
To apply, please send your CV and a short cover letter explaining why you believe you’re a                 
good fit for this role to amelie@villageunderground.co.uk. Subject line: Administrator.          
Deadline: 5PM on Friday 24 January.  
 
About us 
Village Underground is a multidisciplinary venue presenting live concerts and electronic           
music events alongside theatre, performing arts and visual arts. Each year, VU has an              
attendance of over 150,000 people, stages more than 500 performances and works with             
more than 1500 artists. 
 
EartH (Evolutionary Arts Hackney) is a multi–arts space for the 21st Century. Programming is              
broad, global, open and rooted in the highest quality artistic pursuit. We seek to bring               
together both the leading, rising and other important talents of varied artistic fields under one               
roof to provide a vital new home for the arts in London.EartH looks to become a leading light                  
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in the city for audiences of all ages and walks of life to meet, listen, watch, dance and enjoy                   
all that artistic endeavour and creativity has to offer. 
 
Both venues play host to commercial events, the revenue of which is put back into the artistic                 
and education programmes. 


