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JOB DESCRIPTION & PERSON SPECIFICATION
Job Description 

KEY INFORMATION

	Role Title
	StaffSavvy Project Support

	Reports to
	Senior People Business Partner

	Hours
	20 hours per week (2 days x 8hrs & 1 x 4hrs)

	Contract
	Fixed Term Contract – 6 Months

	Annual Leave
	20 days per annum, inclusive of Public bank holidays (Pro-rota)

	Salary
	£14 per hour

	Location
	Remote, with some travel expected to Woking / London Offices and Venues.




ABOUT TRAFALGAR ENTERTAINMENT (TE)
Co-founded by Sir Howard Panter and Dame Rosemary Squire in 2017, Trafalgar Entertainment is a premium international live entertainment business focussed on new productions, venue ownership, Performing Arts education, theatre ticketing, the distribution of live-streaming innovative content and the provision of great theatres where people can come together to share in the experience of live entertainment. TE is home to Trafalgar Theatres, The Chiswick Cinema, Trafalgar Theatre Productions, Trafalgar Releasing, Trafalgar Tickets, Stagecoach Performing Arts, Drama Kids/Helen O’Grady Drama Academy, ticketing company London Theatre Direct, Stagedoor, Jonathan Church Theatre Productions, and Imagine Theatre.

ABOUT TRAFALGAR THEATRES
Trafalgar Theatres is the venue-operating division of TE.  We currently operate 21 venues; including 14 in the UK regions; the Trafalgar Theatre in London’s West End and the Theatre Royal in Sydney. We’re growing fast, we’re confident in what we do, and we’re ambitious about the future.  There’s never been a better time to get onboard.

[bookmark: _Hlk104812588]We are passionate about entertainment, audiences, and the live experience and we value Creativity, Collaboration, Excellence and Respect. 

ABOUT THIS ROLE: This role will support our current in-house StaffSavvy team with the implementation and ongoing maintenance of the StaffSavvy system.
Applicants must have either:
· Operational experience using StaffSavvy, including the ability to troubleshoot and resolve system issues from an operational user perspective.
· Knowledge of legislation, compliance, and people management.
The role is 2.5 days per week (2 days × 8 hours and 1 day × 4 hours). Working hours will be Monday to Friday between 08:00 and 18:00, with the specific working days fixed for the duration of the contract. Preferred working days are Tuesday, Wednesday, and Friday.
This is a 6-month fixed-term position, with the possibility of extension.
There will be some travel expected to Woking/London offices and venues, and any travel will be claimed from your contractual location via expenses, including any train tickets/car mileage.
KEY RESPONSIBILITIES
· Assist with the recruitment process, helping to ensure it is fair, consistent, and well-coordinated.
· Help resolve day-to-day StaffSavvy operational issues, escalating where necessary and supporting timely solutions.
· Complete data transfers and data entry tasks, ensuring information is accurately recorded and systems are updated in a timely manner.
· Contribute to reviewing and improving existing processes, suggesting ways to support more efficient ways of working.

ABOUT YOU: You’re passionate about creating better experiences for teams and venues and are excited to support the next phase of this project. You have a strong interest in the StaffSavvy platform and are eager to help drive its continued success.

You must have either operational experience using the platform, including troubleshooting and resolving issues, or knowledge of people management, legislation, organisational policies, and compliance requirements.

You thrive in a collaborative, remote-first environment and are comfortable taking initiative. You enjoy solving problems creatively and approach challenges with both innovation and sensitivity, particularly when handling data or supporting process changes. You understand the value of well-defined processes, whether localised to a single venue or applied across the wider business.

Trafalgar Entertainment is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees. We welcome applications from people in groups where we are under-represented, for example people with disabilities, from minority ethnic groups, older returners and people who are neurodivergent.

We are curious, courageous and ambitious, empowering people to challenge and innovate in pursuit of excellence.
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