
 

 

 

Training & Academic Services Officer 

Overview  

Fourth Monkey is recruiting for the role of a Training & Academic Services Officer to join its 

dynamic staff team based in their North London centre. The successful candidate will play a vital 

role in helping Fourth Monkey achieve its organisational objectives, including providing essential 

support to the Director of Training and senior teaching team in developing, improving and 

integrating systems and processes associated with the school’s academic, programme and student 

support services, providing effective, professional guidance and signposting to students on a 

range of issues including welfare and well-being, academic progression or assessment, and being 

an excellent administrator with previous experience of working within the Higher Education sector. 

It’s an exciting time to be joining the Fourth Monkey team; since marking our 10-year anniversary 

in 2020 whereby our two-year training course was successfully accredited as our BA (Hons) 

Acting Accelerated Degree by our degree-awarding partner Falmouth University, we have 

subsequently added the newly accredited CertHE Acting & Theatre Making and MA 

Collaborative Theatre to our training provision. In 2021, we also announced our new Regional 

Centre of Excellence in Bristol, whereby students from Bristol and the surrounding area will be 

able to learn on our CertHE Acting & Theatre Making course from September 2021.  

As part of our significant growth and as we move further into our second decade as a leading 

drama school, arts organisation and registered charity, we are looking for a passionate, 

enthusiastic and experienced Training & Academic Services Officer to join our team and 

support us on our ongoing journey. 

This job pack contains full details in relation to the job role and the job specification. We ask 

candidates to please read all the information carefully before applying.  

Fourth Monkey is committed to creating a diverse and inclusive environment in which everyone can 

thrive. We welcome applications from those who are currently under-represented in our 

workforce - in particular, those who are ethnically diverse.  

 

 

 

 



 

 

 

Role Profile and Terms of Employment   

Job Title: Training & Academic Services Officer 

Contract: Full Time (1.0 FTE - 5 days a week) 

Hours of Work: Fourth Monkey works to a 40-hour working week. Standard office 

hours are 9am - 5.30pm, but there may be some requirement to 

work outside of these hours.  

Reporting To: Director of Training / Head of Training 

Line Management 
Responsibility:  

 
 
None 

Salary: £33-38,000  

Annual Leave: Annual leave is 28 days per year, including paid bank holidays 

Pension:  All staff will be automatically enrolled into a work Pension 

Scheme as part of our requirement to meet automatic enrolment 

legislation.  

Probationary 
Period: 

All new employees will be required to undertake a period of 

probation for six months.  

Flexible Working:  After 26 weeks continuous service, Fourth Monkey will consider 

applications for flexible working arrangements. Fourth Monkey 

will enable as many jobs to be open to job sharing as is 

operationally practical.  

 

 



 

 

 

About Fourth Monkey  

Fourth Monkey is both a drama school and professional theatre production company. Established 

in the summer of 2010, it was the UK’s first ever repertory training company - inspired by 

luminaries such as Judi Dench and Derek Jacobi, who lamented the decline of the repertory scene; 

the scene where they learned some of the most important lessons of their trade.   

Our students-in-training get a very real sense of what it is to be an actor, throughout their training 

they live and work as part of a performing company, developing the emotional depth and 

personal resilience needed to succeed in the industry.   

At the same time, our professional touring company, Fourth Monkey Ensemble, gives graduates 

the opportunity to profile themselves to the broader industry, whilst producing challenging, 

contemporary work.        

The organisation has grown rapidly over the last 10 years. In 2015, we moved into a specially 

renovated site in Finsbury Park, North London, ‘The Monkey House’ with extensive rehearsal, 

training and studio space, student facilities, offices and meeting space. In 2019, we partnered 

with TEF Gold Falmouth University in the accreditation of our BA (Hons) Acting Accelerated 

Degree, CertHE Acting & Theatre Making and MA Collaborative Theatre and in 2021, we 

announced the opening of our Regional Centre of Excellence in Bristol to run alongside our main 

operations from The Monkey House.  

 

Our vision is to create societal and cultural change through performance and training 

excellence. It speaks to our values, the things that we think are important.  

Our mission is to revolutionise the arts through innovative actor training, performance 

excellence and collaboration.   

 

 

Our Strategic Objectives 
1. To create fearless actors from the broadest of backgrounds; with the commitment, 

professionalism and practical skills to succeed 

2. To provide an accessible, sustainable and mutually beneficial development and career long 

support structure for our alumni 

 



 

 

 

3. To produce high profile, ground-breaking theatre that not only provides a stage for our 

actors, but also challenges the status quo 

4. To create, advocate and engage in cultural and social change through partnership and 

collaboration 

5. To develop and maintain a sustainable infrastructure - a stable platform from which to 

achieve our mission. 

 

Job Purpose 
Responsible for managing and administering the academic services within the charity’s drama 

school offering, this role will be the point of contact for students seeking professional guidance 

and signposting on a range of issues (both academic and personal). They will provide key support 

and management in evolving internal processes and systems related to the smooth running of the 

academic team’s work, as well as to student services and support infrastructure, and they will be 

experienced in supporting senior teaching and academic staff through the administration of 

programme and student information. They will also be a primary academic point of contact for 

our academic partners whilst supporting the Director of Training / Head of Actor Training and 

their team in the development of the courses.  

 

Job Description 

Course Development 

 Support the Director of Training and Heads of Courses in the development of courses and 
administer the approval and validation processes where necessary. 

 

Student Development  

 Support the Director of Training, alongside the Heads of Courses, to develop bespoke 
learning plans for each student with clear learning and training goals in line with their 
academic objectives  

 Support the Director of Training and Heads of Courses to monitor and evaluate student 
achievement against learning goals and relay all outcomes to our academic partners  

 Work collaboratively with practitioners to ensure students are meeting/exceeding their 
learning/production goals 

 

 



 

 

 

 

 Support the Director of Training to ensure that each student has an appropriate and 
assigned key worker 

 Be the first point of contact for the academic partners. 

 

Practitioner Liaison and Management 

 Support the Director of Training to maintain and develop a cohort of high-calibre 
practitioners and industry professionals to deliver course material and course productions 

 Support the Director of Training and Heads of Courses to set quality standards for 
practitioners, and monitor and evaluate accordingly (in relation to performances and 
training) 

 Support the Director of Training to ensure effective and appropriate contractual 
arrangements are in place with all practitioners and course associates in order to protect 
the best interests of Fourth Monkey and its students. 

 

Course Management / Coordination 

 Take an organisational lead on the reporting and documenting of student progress reports 
and assessments in liaison with the Director of Training and our academic partners  

 Respond to enquiries from students and staff by email, telephone or in person 

 Supporting the Director of Training and Heads of Training to book and coordinate 
practitioner logistics and contracts 

 Support the Director of Training and Heads of Training to prepare training materials 

 Carry out day-to-day student liaison 

 Support the Director of Training to set up and maintain training schedules 

 Project management of course production programme 

 Management and overview of student punctuality and attendance  

 Create and maintain student records in appropriate databases in line with data-
protection policy and accreditation needs 

 Coordinate and regularly update all graduate records  

 Update student records to note progress against learning/performance goals  

 Maintain a database of tutors, practitioners and associates 

 Ensure that learning/teaching resources are available and stored securely    

 Respond to student course enquiries  

 Manage applications from prospective students and process admissions 

 To be students’ first point of call for signposting toward the relevant channels in relation to 
all training and pastoral needs. 

 



 

 

 

Other Responsibilities  

 Adhere to Fourth Monkey’s policies and procedures, working within the wider protocols 

and maintaining good liaison with other teams across the organisation 

 Be an ambassador for Fourth Monkey at public-facing events 

 Champion the Fourth Monkey brand, messages, and communications initiatives to raise the 

profile and impact of Fourth Monkey 

 Ensure the effective delivery of the Fourth Monkey Strategic Plan and the Fourth Monkey 

Strategic Objectives 

 Undertake other duties from time to time, as requested by the Executive Director and/or 

Chief Executive. 

 

Person Specification 

Experience:  

 At least 2 years’ experience of working in an academic services role at a senior level, 

ideally within a Higher Education institution or charity 

 Educated to degree level, or relevant qualification 

 Proficiency in Customer Relationship Management (CRM) and Virtual Learning Environment 

(VLE) systems  

 Demonstrative rigour in reporting and administrative management. 

 

Skills:  

 Leadership skills and experience; understanding of data privacy standards; solid 

communication skills, both written and verbal; deep understanding of business principles 

and practices 

 Attention to detail  

 Organisational skills; planning skills; analytical skills; critical thinking skills 

 Problem-solving skills 



 

 

 

 Computer skills 

 Multi-tasking abilities 

 Integrity, honesty 

 Awareness and experience of pastoral and welfare support or training in an educational 

setting. 

 

Knowledge and Understanding: 

 An awareness of Higher Education learning / arts training environments  

 An understanding of Higher Education procedures, data processing and reporting 

 An understanding of, and interest in, the work of Fourth Monkey. 

 

Personal Qualities: 

 Well-motivated, target-orientated and results driven 

 Excellent interpersonal skills and willingness to work as part of a small team and on one’s 

own initiative 

 Flexibility within a changing environment. 

 

In return we offer a competitive salary, incentives, rewards, benefits and access to a cycle to work 

scheme and discounted rail travel as well as health benefits after stipulated period of 

employment.  

 

 

 

 

 

 

 

 



 

 

 

How to Apply  

Guidance for submission  

 Please send an up-to-date CV including contact details of two referees.  

Note: - we will not take up references before short-listing nor without your express 

consent. 

 Your cover letter should be used to tell us how you think you meet the requirements laid 

out in the Person Specification. Draw particular attention to experience, skills, 

achievements and knowledge gained in past employment or other activities which are 

relevant to the job and give examples to support what you say.   

 Ensure your application covering letter is no more than 2 pages long (2 sides of A4).  

 A completed Equal Opportunities Monitoring form (appendix 1). 

 

Applications should be emailed to jobs@fourthmonkey.co.uk, no later than the deadline for 

submissions at 5pm on Friday 6th August. 

Any applications arriving after this deadline will not be considered for shortlisting unless there are 

exceptional reasons.  

Shortlisted candidates will be invited to an interview on a rolling interview basis from point 

of application.  

If invited to interview, you will be asked to prepare and deliver a presentation, perform some 

tasks designed to test your suitability for the role and answer a series of questions.  

When answering these questions, you should always seek to substantiate your response with 

examples from your own experience. You should allow approximately 1.5 hours for the whole 

interview process. 

 

We regret that we will not be able to acknowledge receipt of all applications as we are a small 

team. If you do not hear from us within four weeks of the closing date, please assume that you 

have not been shortlisted. 

 

 



 

 

 

Candidates with Disabilities and Special Needs  
Please tell us if there are any reasonable adjustments, we can make to assist you in your 

application.  

If you have a disability which you would like us to take into account, please tell us about this when 

you apply. Please let us know if we can help and remember that you can request information in 

large print or in a different format if required.  

We endeavour to make all reasonable adjustments to accommodate disabled members of staff 

to ensure that the workplace is an accessible and inclusive environment.  

 

Equal Opportunities  

Fourth Monkey is committed to equal opportunities in recruitment and employment and opposes 

all forms of unlawful or unfair discrimination. 

We value the differences that a diverse workforce brings to an organisation and ensure that no 

job applicant or employee receives unfavourable treatment on the grounds of age, disability, 

gender reassignment, race, religion or belief, sex, sexual orientation, marital status or pregnancy 

and maternity.  


