
 
Tees Valley Arts Office Support short term contract 
 
Reporting to: TVA Director 
 
Tees Valley Arts mission:  TVA is a participatory arts organisation based in Middlesbrough, 
working across the Tees Valley and beyond; the organisation champions participation in high 
quality creative activities as a tool for improving the quality of life and learning for individuals 
and communities, especially those facing life's challenges. 

 
The services required are– 

 Office co-ordination tasks as necessary and as directed by Director 
 Maintain financial records – project/company accounts – and provide 

appropriate information to the Director and Projects Officer/s 
 Prepare monthly salaries, deal with NI/ Year end etc 
 Prepare and issue invoices for services provided to TVA 
 Process payment of invoices received 
 Work with the Director, Project Officer/s and Board Members to 

prepare and monitor project budgets/cashflow etc 
 Liaise with the company accountant in preparation of management and 

annual accounts/VAT return 
 Assist with budgets for funding applications, complete quarterly 

financial claims and prepare for internal and external audit visits 
 Develop and manage office and administration systems as appropriate, 

including holiday, sickness and TOIL 
 Deal with any Human Resource issues and administration that may 

occur, including recruitment processes for new staff members                                         
 Manage CRBs/ DBS/ Companies House/ Internal IT/ Wages (as 

necessary)/ Phone and Post/ freelance records etc 
 Support Director in co-ordination ofall front of house communications 

for the organisation 
 Support Director in co-ordination ofall external PR opportunities 
 Support Director in co-ordination of all external marketing opportunities 
 Support Director in managing/ co-ordinating currency of website (with 

external IT consultants) 
 Assist other TVA staff with external communications (with Director) 
 Assist Director with liaison with all sub-contracted IT personnel, PR, 

designers and print services etc 
 Manage logo protocols as/ when necessary 
 Develop and manage marketing database/s(with external personnel as 

necessary) 
 Develop and manage all other databases (with external personnel as 

necessary) 
 Keep core staff informed of opportunities as appropriate 


