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Answer all the questions.

For the purposes of the following tasks you should assume the role of an Arts Administrator.

Read the following scenario.

 

Scenario
Your local sports centre is well known for being used as a venue for a range of events, to serve  
the local community. They are putting on a large-scale celebration of creativity for local schools  
and children’s groups. The event will be a programme of performances involving music, dance  
and drama. 

You are employed as the Arts Administrator for the celebration of creativity event, as you have an 
excellent reputation for organising events like this. You have a full-time fixed term contract. You will 
be supported by the wider team employed by the sports centre and the other contracted roles who 
have been engaged for this event. 

Local authority funding has been secured and local business sponsorship is also in place to 
support the event. 

The sports centre has an excellent reputation for hosting professional work as well as serving the 
community. They have excellent facilities and the space can be used flexibly to support a wide 
range of performance styles. 

The children’s groups and schools will involve children from 4 to 16 years of age. A large audience 
of parents, sponsors and the wider community is expected. 

Questions 1 and 2

1 In your role you will be required to liaise with many other people in your planning of the event.

One area you will need to communicate with others about is health and safety. 

Explain one other aspect of your planning that will require you to communicate with others at 
the sports centre.

 ........................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

 ................................................................................................................................................... [2]
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2 You understand the importance of liaising and communicating with many others as part of your 
role on this project.  

Identify two other job roles not employed by the sports centre and explain briefly why you will 
regularly liaise with them for this project.

1 ......................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

2 ......................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................
[4]

Questions 3 and 4

3 Part of your role is overall responsibility for marketing the project.

Explain one method of advertising you would use for this event.

 ........................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

 ................................................................................................................................................... [2]

4 The aim of this event is to attract an audience from the wider community. To do this, you will 
need to undertake market research.

Explain two methods you could use to obtain information in order to attract a wider community 
audience.

1 ......................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

2 ......................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................
[4]
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Questions 5 and 6

5 Your role as Arts Administrator requires you to oversee the general well-being of both 
employees and audiences for the event. 

You will need to be sure the venue can meet the requirements of the various young people’s 
groups.

Explain one consideration that is likely to be relevant to all the groups involved in this project.

 ........................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

 ................................................................................................................................................... [2]

6 As Human Resources (HR) is part of your role, you organise contracts for freelance 
practitioners.

Explain two other Human Resources responsibilities you will need to manage.

1 ......................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

2 ......................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................
[4]
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Questions 7 and 8

7 This event is being supported by public sector funding as well as business sponsorship.

The business sponsor will want to know if the sponsorship has been effective for them as a 
business. 

Explain one type of information the business sponsor may require from you.

 ........................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

 ................................................................................................................................................... [2]

8 The public sector funder will require reports on how effective the funding has been.

Explain two key aspects of the project that will need to be reported on for the public sector 
funder, that are different from the information the business sponsor may ask for.

1 ......................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

2 ......................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................

 ........................................................................................................................................................
[4]
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Read the additional information and answer the following two questions.

Additional Information

The event has generated a lot of interest from schools and children’s groups. A larger audience 
is expected compared to previous events held at the sports centre. The venue needs to manage 
the transformation to a performance venue to accommodate everyone. As Arts Administrator 
you need to manage how this will happen.

9 Analyse the planning requirements you need to put in place to make the sports centre a viable 
performance venue. 

[18]

 ..........................................................................................................................................................
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 ..........................................................................................................................................................

 ..........................................................................................................................................................
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 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................
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A week before the event, you are informed there are concerns about bringing together so many 
diverse groups. There have been reports of some rivalry between some of the groups taking part. 
You have a responsibility to all participants in terms of the levels of tolerance and respect they can 
expect. You are keen to support everyone involved in a fair manner. You must consider how to run an 
event, which promotes community spirit. 

10 As the Arts Administrator, consider the implications of your decisions and actions on the 
reputation of the sports centre as well as the effect on the children. 

Evaluate your options, to make recommendations to the sports centre management. [18]
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ADDITIONAL ANSWER SPACE

If additional answer space is required, you should use the following lined pages. The question 
numbers must be clearly shown in the margins – for example, 2 or 9.
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