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About Garsington Opera
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Located in the stunning Chiltern hills on the Getty family estate, Garsington 
Opera is a prestigious summer festival with a fast-growing international 
reputation. With performances in June and July we produce four productions 
each year, in partnership with our two resident orchestras The English Concert 
and Philharmonia. Garsington is now building its own Arts Hub studios to provide 
state of the art rehearsal space, production workshops, café, offices and a home 
for its acclaimed community programme and world-class Young Artists scheme. 
This is an exciting time to join an innovative and growing company.

The Administration Office is currently located in Great Milton, Oxfordshire, and 
will move to the Arts Hub at Wormsley in Summer 2023. Our office hours are 
9.30 - 5.30, Monday–Friday and some evening and weekend work will also be 
required during the year.

GO Mission
• To enrich the lives of our audiences and participants by producing operas 

which are theatrically compelling and of exceptional musical standard.

• To encourage and expand knowledge and appreciation of opera through 
performance and exciting life-long participatory projects with a dynamic, 
inclusive, outreach programme in the community, for all ages and abilities from 
diverse backgrounds. 

• To discover, encourage and nurture the best young performing talent, 
particularly from the UK, providing an outstanding programme of development 
for young professional singers.

• To broaden our audience through appropriate use of digital media.

• To grow our national and international reputation.
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The Learning & Participation Programme is central to Garsington Opera’s 
mission. Working with the Creative Director of L&P and reporting to the Head of 
L&P, the L&P Coordinator will support all aspects of the L&P programme with 
particular responsibility for the activities detailed in the Job Specification. 

This enhanced role has been created at an exciting time with the expansion 
of the L&P Programme due to the opening of Garsington Opera’s Arts Hub at 
Wormsley in the summer of 2023, providing a year-round home for GO’s outreach 
work.

Garsington operates hybrid working across some areas of the business. 
For this role the position will be home/office based initially with some travel 
required to surrounding areas for projects. From June 2023 we hope to be 
permanently based at Wormsley in our exciting and new Arts Hub where the role 
will become predominantly office based.
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Key tasks & responsibilities:

Schools

• Act as the main contact between schools and Garsington Opera 

• Coordinate the OperaFirst project, to include:

• Liaising with the Creative Director to plan the workshops and select 
creative teams

• Booking and contracting the creative team 

• Marketing the project across the County where appropriate

• Booking schools for workshops liaising directly with teachers

• General administration of the workshops eg schedules, contact lists, 
practical information sheets, resources and travel

• Company managing the workshops, liaising with all personnel and 
buying refreshments for the team where necessary

• Communicating all information to creative team, schools and staff

• Organising the schools’ visits to the OperaFirst performances 

• Organise school visits to rehearsals and performance events at Wormsley as 
appropriate

Adult Company

• Assist with the general administration of the Adult Company

• Contract the creative team and book venues



• Assist with recruitment 

• Support the Adult Company Manager eg preparing contact lists, practical 
information documents, resources and travel arrangements 

• Deputise for the Adult Company Manager at some rehearsals

• Organise opportunities for the Adult Company to attend a performance at 
Wormsley

• Foster a sense of community with the Adult Company and provide regular 
communication 

Youth Company

• Assist with the general administration of the Youth Company 

• Contract the creative team and book venues

• Assist with recruitment

• Support the Youth Company Manager eg preparing contact lists, practical 
information documents, resources and travel arrangements 

• Attend some rehearsals alongside the Youth Company Manager

• Organise opportunities for the Youth Company to attend OperaFirst

• Set up and run the Alumni Scheme

Arts Award

• Be responsible for the administration of the scheme, to include entering 
candidates, including booking moderations, sending work for moderation or 
organising face-to-face moderations where appropriate 6



• Train as an Arts Award adviser and assist with the delivery of the scheme, 
including running sessions alongside the Head of L&P and assessing work 

Marketing and publicity

• Provide project information to the GO Communications team as appropriate

• Work with the GO Communicaitons and Marketing Manager on L&P social 
media content

• Write L&P communications as required using WordFly (Email CMS)

• Keep GO L&P webpage up to date

Safeguarding/First Aid

• Liaise with GO’s Safeguarding Lead to ensure all contracted personnel hold a 
DBS where necessary and DBS checks are carried out

• Qualifications required: 

• Current enhanced DBS certificate

• Safeguarding trained (level 2)

• First Aid trained (basic)

General Administration

• Support the Head of L&P and the Creative Director with general administration 
tasks

• Prepare scores and other resources when requested
7
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• Write and issue contracts for freelance L&P artists and practitioners

• Assist fundraisers with information for funding bids

• Assist with the evaluation of projects in collaboration with the Head of L&P

• Produce/organise scores for L&P projects and compile/produce resource 
packs

• Manage the L&P diary of events on ArtsVision 

• Liaise with all relevant personnel to ensure website content is accurate and up 
to date

• Assist fundraisers with information for L&P funding bids, and assist with 
writing annual report 

• Ensure good communication between the L&P freelance staff and the office 
team and represent the L&P department in meetings when necessary

• Maintain up to date database of all contacts

• Deal with general enquiries
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Essential

• Relevant experience in the arts and learning

• Proven interest in young people/the community

• Experience of running projects

• Excellent communication skills and phone manner

• Excellent attention to detail and ability to multi-task

• An ability to read music

• Clean driving licence and access to a car

Desirable

• An understanding of the workings of schools and teachers

• Safeguarding and First Aid qualifications

• An appreciation of opera
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The closing date for applications is midday on 19th October 2022 and should be 
sent to Penny Gilbert at admin@garsingtonopera.org

CVs should include: 

• Details of relevant achievements and experience as well as educational and 
professional qualifications 

• Contact details including day and evening telephone/mobile numbers

Your covering letter should:

• Be no longer than one page

• Summarise why you are interested in this post and your relevant experience 
matching the criteria outlined in the Job Specification on pages 5-8

• Detail your notice period (if any)

Successful applicants will be contacted and invited for interview. First round 
interviews will take place week commencing 7th November 2022.



Terms of Employment

11

Renumeration: £25,000 per annum 
 
Tenure: Full time 

Contract: Permanent
 
Annual Leave: 24 days plus bank holidays, rising to 26 after 2 years service. 4 
days annual leave must be taken for the annual Christmas shutdown
 
Pension: Garsington Opera operates a NEST workplace pension scheme

Probationary period: Probationary period of six months. Notice during 
probationary period of one month and three months’ notice thereafter
 
Working arrangements: Office hours are 9.30am – 5.30pm at Garsington 
Opera’s Great Milton Office, The Old Garage, The Green, Great Milton, 
Oxfordshire, OX44 7NP. Some evening and weekend work will also be required
  
Flexible working: Garsington Opera operates hybrid working across some areas 
of the business. Whilst the role will be predominantly office based, some flexibility 
can be discussed



Garsington Opera
The Old Garage, The Green,

Great Milton, Oxford, OX44 7NP

01865 361201
admin@garsingtonopera.org

www.garsingtonopera.org


