
 Job Title: Alumni Manager 

 Contract Type:  Permanent, 37.5hrs inc 30mins unpaid break 

 Start Date:  August-September 2024 

 Shortlisting:  Friday 19th July 2024 

 Interviews:  Monday 22nd July 2024 

 We are fully focused on equality and believe deeply in diversity of race, gender, 
 sexual orientation, religion, ethnicity, national origin and all the other 

 c  haracteristics that make us different. 



 About East London Arts & Music (ELAM) 

 Dear Applicant, 

 For  a  long  time  it  has  been  evident  that  many  creative  young  people  -  particularly  those  from 
 marginalised  communities  -  miss  their  calling  due  to  a  lack  of  industry  opportunities,  low-level 
 recognition  of  their  talents  and  a  failure  to  develop  sector  relevant  skills.  We  do  not  believe  that 
 circumstance  should  ever  be  a  barrier  to  any  young  person’s  ability  to  realise  their  potential  and  we 
 have  made  it  our  mission  to  show  how  talented  young  people  can  thrive  and  succeed  in  the  creative 
 industries. 

 ELAM  was  founded  as  a  result  of  a  deep  and  genuine  partnership  between  devoted  and  visionary 
 educators  and  professional  creative  industry  collaborators.  We  are  supported  by  and  collaborate 
 with  a  range  of  other  organisations  and  individuals  -  such  as  Universal  Music,  You  Tube,  UTA,  GRM 
 Daily  -  who  share  our  commitment  to  talented  young  people  who  might  not  otherwise  get  the 
 chance  to  shine.  Together,  we  are  able  to  push  pedagogical  boundaries  and  create  a  truly 
 world-class educational experience for our learners. 

 ELAM  is  not  your  typical  school.  We  combine  incredibly  high  standards  with  compassion  and  care, 
 we  aim  to  be  both  industry  and  school.  We  are  looking  for  innovative,  outstanding  and  dedicated 
 individuals  to  help  us  prepare  our  talented  Trainees  to  thrive  in  the  world  they  face  tomorrow.  We 
 can  build  a  learning  environment  that  is  rigorous,  personalised  and  always  ‘plugged-in’  to  the  real 
 world. 

 I  genuinely  believe  that,  for  the  right  candidate,  this  is  a  rare  chance  for  passionate  and  creative 
 professionals  to  become  part  of  the  ELAM  team  and  lead  our  thinking  and  activity  so  that  we 
 continue  to  design,  build  and  deliver  our  vision  for  increasingly  representative  creative  industries. 
 If  you  deeply  believe  in  the  potential  of  talented  young  people  and  the  possibility  of  radically 
 changing access routes to the creative industries, please do join us on this journey. 

 Best Wishes, 

 Matt Sheldon 
 Principal 



 About East London Arts and Music (continued) 

 ELAM is a world-class 16-19 Academy which offers young people everything that they will need to 
 lead successful lives within the music, games design and film and television industries. 

 Our  vision  is  that  all  children  growing  up  in  the  UK  see  themselves  represented  in  UK  culture.  We 
 believe  this  vision  will  better  the  creative  industries  of  tomorrow  and  believe  this  can  be  achieved 
 by  increasing  the  access  routes  into  those  industries  for  talented  young  people.  The  creative 
 industries  in  the  UK  continue  to  do  well  and  are  currently  worth  £92  billion  to  the  economy,  while 
 growing  at  more  than  double  the  speed  of  the  wider  economy.  However,  unlike  many  other 
 industries,  it  is  not  always  clear  how  to  get  into  these  jobs  and  therefore  there  is  often  a  lack  of 
 diversity  within  these  sectors.  Increasing  the  access  routes  to  everyone  will  therefore  increase  the 
 quality of talent and the continued growth of the sector long term. 

 ELAM  opened  in  September  2014  with  an  inaugural  cohort  of  75  Music  Trainees-  our  music 
 programme  designed  to  provide  young  talent  with  the  musical,  technical  and  personal 
 development  needed  for  ‘  industry  readiness’  .  Our  Film  &  Television  Production  and  Games  Design 
 and  Development  courses  were  launched  in  2017,  resulting  in  our  trainee  numbers  reaching  a 
 capacity of 300. 

 ELAM  is  fully  funded  by  the  Department  for  Education  and  inspected  by  OFSTED.  Our  first  full 
 Ofsted  inspection  in  May  2017  resulted  in  a  grading  of  Outstanding  in  every  category.  We  have 
 had  a  more  recent  OFSTED  inspection  in  May  2024  which  also  found  that  ELAM  is  an  outstanding 
 school.  While  this  is  a  huge  achievement,  and  something  that  we  are  immensely  proud  of,  we  are 
 also  still  a  long  way  from  meeting  our  vision.  There  is  still  a  lot  of  work  to  do  and  as  a  school  we  are 
 restless in the pursuit of achieving this. 

 We  seek  to  achieve  this  by  providing  industry  standard  courses  for  our  trainees  in  Music,  Games 
 Design  and  Film  and  Television.  We  have  partnered  with  sector  leading  organisations  including 
 YouTube,  Universal  Music,  The  BPI,  Grain  Media  and  Creative  Assembly  to  devise  a  curriculum  that 
 will  develop  the  future  leaders  of  these  sectors  by  meeting  the  relevant  knowledge,  skills  and 
 cultural  demands.  In  addition,  all  trainees  at  ELAM  undertake  a  study  of  Maths  or  English  as  we 
 identified  the  skills  provided  by  these  subjects,  such  as  written  and  oral  communication,  problem 
 solving, data analysis and research are the key traits of the current leaders of these fields. 

 Who is involved? 
 ELAM  has  been  founded  by  a  group  of  leading  figures  from  industry  and  education.  Will  Kennard, 
 musician  and  one  half  of  production  duo  Chase  &  Status,  is  a  founder  and  governor.  Alongside  Will, 
 the  Governing  body  has  senior  executives  from  across  the  creative  industries  and  education.  We 
 have support from a wide-range of partners from the music, film and games industries. 

 How does ELAM support its Trainees? 
 ELAM is totally committed to the successful progression of its Trainees onto these pathways. Our 
 Trainee Handbook (  here  )  is useful to see how we aim to support and develop our Trainees. 

https://files.ofsted.gov.uk/v1/file/50249575


 What does the end product look like? 
 Please see our ‘Unseen, Unheard, Unplayed’ showcase featuring the final projects of our Year 13s 
 from 2021  here 

 ●  Unseen showcase  here 
 ●  Unheard showcase  here 
 ●  Unplayed showcase  here 
 ●  Our YouTube shows the range of talent that our Trainees have and develop - see ELAM’s 

 vision in action  here  . 

 Role Purpose & Description 

 ELAM  was  a  school  born  out  of  industry  need  and  partnership.  Success  sees  our  young  people  - 
 from  all  backgrounds  and  particularly  from  underrepresented  backgrounds  -  entering  the 
 creative  workforce  and  thriving.  This  will  only  happen  if  they  receive  the  most  plugged-in, 
 industry  relevant  training  on  offer  anywhere  in  the  UK  so  that  our  vision,  for  all  children  growing 
 up in the UK seeing themselves reflected in UK culture  ,  is one step closer to being realised. 

 The  Alumni  Manager  is  a  new  full  time  role  that  will  draw  on  aspects  of  previous  roles  that  had 
 industry  and  alumni  as  their  focus.  We  are  looking  for  a  professional  to  grow  and  lead  our  alumni 
 strategy,  provision  and  build  partnerships  so  that  we  can  deliver  our  vision  for  our  Alumni  for 
 years  to  come.  They  will  do  this  through  their  exceptional  abilities  in  partnership  building, 
 employability  and  work  readiness  support,  individual  and  group  support  with  our  alumni  and 
 develop  strong  links  between  alumni  and  current  trainees  so  that  they  are  fully  supported  even 
 after graduating from ELAM. 

 The Alumni Manager will be someone who is passionate and informed about engaging the ELAM 
 alumni community, passionate about developing strategies around how to support and create 
 pathways into the creative industries for underrepresented creatives. 

 Setting our Alumni up for success:  ELAM recognises  that talent alone is not always enough to 

 succeed in the creative industries.  Unfortunately,  this continues to be particularly true for 
 traditionally underrepresented groups. 

 In  order  for  us  to  drive  true  systemic  change  within  the  competitive  creative  industries,  we  need  to 

 do  more  to  equip  our  young  people  with  the  knowledge,  skills,  professional  behaviours  and 
 industry  nous  they  need  to  succeed.  We  recognise  there  is  an  element  of  more  general  ‘work 
 readiness’  support  required  (for  example  like  CV  development  and  interview  preparation)  and 
 more  specific  ‘industry  readiness’  (such  as  understanding  roles  in  the  creative  industries  and 
 having  the  chance  to  interact  with  those  in  the  creative  industries).  This  does  not  end  when 
 trainees  graduate  from  ELAM  so  we  want  to  make  sure  that  they  feel  supported  even  after  they 
 leave. 



 We  want  to  ensure  that  Alumni  can  rely  on  support  from  ELAM  where  needed  and  the  Alumni 

 Manager  will  be  available  to  meet  with  Alumni  and  support  them  with  career  development  and 
 progression.  Additionally,  with  employment  at  the  centre  of  the  Alumni  strategy,  the  Alumni 
 Manager  should  actively  seek  to  build  new  relationships  with  companies  in  the  employment  sector 
 such  as  recruitment  companies  and  other  companies  in  the  creative  industries  to  work  with  them 
 to  build  opportunities  for  the  ELAM  Alumni  community  including  assisting  with  the  recruitment 
 process  so  that  a  continued  talent  pipeline  is  created  taking  our  ELAM  Alumni  directly  into  the 
 creative industries. 

 Looking  at  professional  behaviours  and  attitudes,  we  believe  that  by  instilling  a  strong  work  ethic, 
 punctuality,  and  a  commitment  to  excellence,  we  can  prepare  our  Trainees  to  meet  the  demands  of 
 the  competitive  creative  industry  head-on.  ELAM's  work  and  industry  readiness  programmes 
 would  encompass  a  range  of  areas  critical  for  success  in  the  workplace.  In  the  core  curriculum  this 
 includes  communication  skills,  teamwork,  problem-solving,  adaptability  and  presentation  skills.  It 
 will  also  involve  practical  elements  of  being  able  to  secure  work  -  having  an  up-to-date  CV,  having  a 
 work  portfolio  ready  to  share  and  being  ready  to  interview  through  support  and  practice.  The 
 alumni  manager  will  continue  to  assist  alumni  in  the  development  of  these  skills  for  as  long  as  is 
 needed. 

 The  Alumni  Manager  will  be  in  regular  contact  with  the  Alumni  community,  providing  a  weekly 
 newsletter  made  up  of  work  opportunities  both  created  independently  and  brought  to  us  directly 
 from partners. 

 Complementing  the  work  regarding  employment,  the  Alumni  Manager  will  oversee  the 
 coordination  of  ELAM’s  Alumni  board  and  actively  work  with  the  board  to  foster  more 
 relationships  between  ELAM  alumni  and  ELAM  current  trainees.  The  Alumni  Manager  will  work 
 with  the  wider  Industry  Team  to  support,  organise  and  facilitate  ELAM  Alumni  increasingly 
 becoming involved in ELAM events. 

 2024/2025 is ELAM’s 10 year anniversary and as such there will be numerous events related to 
 this taking place over the course of the academic year.  The Alumni Manager will play an 
 important role in the organisation of events which celebrate the success of ELAM and of each 
 year group since ELAM’s launch. 

 ELAM’s  industry  ethos  and  values  will  influence  the  work  of  all  of  our  staff  as  they  construct 
 powerful  and  relevant  learning  experiences  that  are  industry  relevant.  This  role  will  play  an 
 important  part  in  creating  this  ethos  and  continuing  the  momentum  built  up  with  our  partners 
 who  are  increasingly  seeing  the  value-proposition  of  our  Trainees  and  Alumni  in  their 
 organisations. 



 Deliverables 

 To develop and implement an  industry strategy that strengthens our ELAM Alumni community, 
 that provides regular and high quality support for Alumni, that builds new partnerships, specifically 
 around work, internship and apprenticeship opportunities. 

 ●  Co-ordinate the ELAM Alumni board 
 ○  Recruitment of alumni board members 
 ○  Management of the alumni board including coordination of regular meetings and 

 general communication and management of board member responsibilities within 
 ELAM alumni community 

 ●  Weekly Newsletter 
 ○  Prepare and send out a weekly newsletter made up of jobs, internships and other 

 work opportunities 

 ●  Relationship and Network Building 
 ○  Build relationships with recruitment agencies especially those who specialise in 

 creative industries e.g Handle to create more work opportunities for alumni 
 ○  Design internships, work placements with existing and new partners and then 

 manage recruitment process with alumni community 
 ○  Engage with different stakeholders to consult on how to develop the Alumni 

 network 
 ○  Innovate to find best/easiest ways to allow Alumni to connect/support/share 

 ●  Industry Readiness and Employment Resources 
 ○  Add to existing industry readiness resources by working with partners to ensure all 

 resources are up to date and relevant and created in consultation with members of 
 industry 

 ●  In person and online meeting with members of Alumni community 
 ○  Within set windows, meet with alumni members where required 

 ●  ELAM 10 Year Anniversary 
 ○  Plan and deliver 10 events over the course of the year - 1 per graduating year group 

 ●  Marketing Materials 
 ○  Create a  interview series, podcast, alumni stories/case studies to be used in 

 multiple contexts 



 ●  Data 
 ○  Develop systems to track alumni destinations including regular updates 
 ○  Analyse data and use it to inform further projects/actions 

 Person specification 
 Job Title: Alumni Manager 

 You will: 

 ●  Be a confident communicator who is happy reaching out to both existing and potential 
 partners 

 ●  Be an exceptional professional who builds long-lasting relationships with all 
 stakeholders 

 ●  Have experience of working with diverse stakeholders and be confident and 
 deliberate in adapting your style 

 ●  Have an excellent understanding of the current creative employment landscape and who is 
 confident in what is required for high quality CVs, cover letters, interview skills and general 
 professionalism 

 ●  Have a solid understanding of the creative industries; 
 ●  Be innovative and creative in your approach to your work 
 ●  Be passionate about supporting young people in their employment journey and in general 
 ●  Highly organised and be an excellent role model to Trainees and Alumni; 
 ●  Work with our fundraising partners to support in the reporting of impact; 
 ●  Be confident collecting, analysing and presenting data in order to be proactive and 

 improve the provision ELAM offers 

 Safeguarding, salary and how to apply 

 Safeguarding our young people 
 This post is subject to receipt of a satisfactory Enhanced DBS Check. To safeguard our 
 trainees, the post for which you are applying is exempt from Section 4(2) of the 
 Rehabilitation of Offenders Act 1974 and an enhanced Disclosure and Barring Scheme 
 certificate will be obtained before an offer of employment is confirmed. 

 Please find our policies here:  safeguarding  ,  code of conduct  and  safer recruitment policies 



 Start date 
 The start date for this role will be in August/September 2024. 

 Salary 
 The salary range will be ST21 - ST28 (£40,592 - £46,003) depending on relevant experience 
 and current position. 

 How to apply 
 To apply please email complete the application form found: 

 https://candidates.every.education/Vacancies/Details?advertKey=e4b2d7f6-d782-4d35-a9cd-2 
 ad4aaf89c45 

 If you would like to discuss the role please feel free to contact Matt Sheldon (Principal) via Jackie 
 Ford, Executive Assistant to Principal at  jford@elam.co.uk 

https://candidates.every.education/Vacancies/Details?advertKey=e4b2d7f6-d782-4d35-a9cd-2ad4aaf89c45
https://candidates.every.education/Vacancies/Details?advertKey=e4b2d7f6-d782-4d35-a9cd-2ad4aaf89c45

