
APPRENTICES
APPRENTICES
APPRENTICES
APPRENTICES
PROSPECTUS



JOSH LEACH, ONE OF 15 LOCAL CULTURAL LEADERS
SELECTED TO TAKE PART IN OUR CITY OF CULTURE

LEADERSHIP PROGRAMME IN JUNE 2020

CONTENTS
3 Introduction
4 What is an Apprenticeship?
5 Coventry City of Culture Apprenticeship Programme
6 About the Roles
9 How to Apply
10 Key Information
11 Useful Links and Safeguarding Statement

2



THIS IS YOUR OPPORTUNITY TO 
BE PART OF TELLING THE STORY 
OF A CITY THAT MOVES

Did you know that Coventry is the city where
movement began? From innovation in the transport 
industry to a history of activism, our city has moved 
people for centuries.

From May 2021 to May 2022, we will celebrate
our city with events, music, dance, theatre, and
large-scale spectacle.

As well as these big celebrations, our city will show 
its unexpected side, with more intimate experiences 
and ways to get involved across every ward of the 
city.

And it’s not just Coventry. This celebration will see
the entire region get involved and benefit from the 
opportunities that being City of Culture brings.

THE CITY OF CULTURE
APPRENTICESHIPS

We are looking to recruit 15 incredible apprentices 
from across the region. Have you always wanted a 
career in arts and culture, making incredible events 
happen, and getting involved in changing the city? 
Or have you never even considered it before? We’ve 
probably got an apprenticeship for you. 

In this prospectus you’ll find out everything you need 
to know about becoming an apprentice with City of 
Culture, and how to apply.

WE ARE COVENTRY UK CITY OF CULTURE 2021.
A MILLION AND MORE JOURNEYS BEGIN HERE. 
DOES YOURS?

LIFE AND CAREER CHANGING APPRENTICESHIP 
OPPORTUNITIES FOR 15 INCREDIBLE PEOPLE IN 
COVENTRY AND WARWICKSHIRE.

INTRODUCTION
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An apprenticeship is a real job where you learn, 
gain experience and get paid.

You’re an employee with a contract of employment, 
holiday leave, and other similar benefits, and by the 
end of your apprenticeship you’ll have essential 
skills to continue in your chosen career.

UK City of Culture is a competition run by the 
Department of Digital, Culture, Media and Sport 
(DCMS) every four years. Previous winners are 
Derry/Londonderry in 2013 and Hull who had their 
year in 2017.

Coventry City of Culture Trust was set up in 2015 
to bid to be UK City of Culture in 2021. Now that we 
have been successful in securing the prestigious 
title, we are recruiting the team ready to deliver an 
ambitious UK City of Culture year in 2021/22 and 
legacy.

We are a diverse, modern city which is re-imagining 
the role culture can play in bringing people together. 
Coventry is a city of welcome, a city of activists and 
pioneers, a city of peace and reconciliation, a city of 
innovation and invention, a City of Culture.

In July 2020, we announced that Coventry’s City of 
Culture programme will start in May 2021 and run 
for 12 months, allowing us to keep our promise to 
the city and region.

WHAT IS AN
APPRENTICESHIP?

WHAT IS
COVENTRY
UK CITY OF
CULTURE 2021?

TO BECOME A CITY OF CULTURE
APPRENTICE, YOU MUST BE:
• Not already in full time education
• A Coventry or Warwickshire resident

AS AN APPRENTICE, YOU’LL:
• Learn and gain hands-on experience in 
 a real job
• Get paid
• Get training for a specific job role
• Work with experienced professionals in   
 your chosen career

THE TRUST IS COMMITTED TO:

• Welcoming 2.5m additional visitors to 
 Coventry in 2021/22
• 80% of the city’s residents experiencing at   
 least three events in 2021/22
• Increasing audience attendance from 
 under-represented communities by 20%
• Activating more than 16,000 volunteers and   
 participants
• Making long-lasting, tangible social change 
 in Coventry
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This opportunity is for people in Coventry and Warwickshire. You don’t 
have to have loads of qualifications and experience and you don’t have 
to already be part of the arts scene. This may be your first job ever and 
your first experience of working within an arts organisation. That’s okay. 

What’s important is that you are committed to you and to your
development and you have a passion and commitment for Coventry
and to being part of creating something wonderful, for the benefit of
all. Will you be one of our 15?

OUR APPRENTICES WILL GET THE OPPORTUNITY TO:

• Be part of a unique work-based training and
 development programme
• Work with the Trust’s experienced creative sector
 professionals and partners
• Take part in inspirational events and visits, within
 and beyond Coventry 
• Work as an apprenticeship team to create your
 own contribution to the 2021 programme 
• Take part in activity in other settings to develop
 your knowledge, skills and experience 
• Achieve a relevant apprenticeship standard and
 (as appropriate) supporting qualifications
• Get paid £17,000 gross pro rata, per year, which
 is a national living wage (based on 30 hours working).
 Bus passes and other out of pocket expenses will
 also be provided 
• Be part of something truly amazing, experienced by
 the people of Coventry and the world 

APPRENTICESHIP
STANDARD

JOB TITLE

Level 3 Assistant Accountant Finance Assistant Apprentice x 2

Level 3 Business Administrator Fundraising Apprentice
Monitoring and Data Assistant
Apprentice
Production Apprentice x 2
Programme Apprentice
Team Development Business Admin 
Apprentice

Level 3 Customer Service Specialist Ticketing Apprentice

Level 3 Event Assistant Commercial Events Apprentice
Producer
Creative Apprentice Producer x 3

Level 3 Marketing Assistant Communications Apprentice
Marketing Apprentice

COVENTRY CITY
OF CULTURE
APPRENTICESHIP 
PROGRAMME

APPRENTICESHIP OPPORTUNITIES COMMENCING NOVEMBER 
2020 WITH COMPLETION IN APRIL 2022:
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FINANCE ASSISTANT APPRENTICE X2
Are you seeking a career in Finance? This apprenticeship will 
provide you with all the skills required to follow your career dreams. 
As well as supporting you to complete associated qualifications such 
as AAT, you will learn from an experienced team to be able to 
reconcile accounts, report spending to budget holders, prepare sales 
invoices, prepare payment schedules, track and monitor supplier 
payments and much more. 
Read the job description.

TEAM DEVELOPMENT BUSINESS ADMIN
APPRENTICE
Do you have a strong sense of responsibility, accuracy and attention 
to detail? Be part of the best support team in the city and work with 
passionate, inspiring administrators who handle the day-to-day tasks 
in the office to make sure things run smoothly. It’s all about organising 
people and resources. Without you the team would not have all the 
things they need to do their job. You will be responsible for a range 
of tasks, work with suppliers, order and monitor stock, learn how to 
control budgets and negotiate, manage room bookings, get an 
understanding of HR, contribute to policies and procedures and so 
much more. Administration roles are an excellent starting point to 
move into management. Start your journey in a fast paced and 
diverse environment. 
Read the job description.

ABOUT 
THE ROLES

MARKETING APPRENTICE 
Ever wondered how brands grow and reputations are built? Want 
to know how to identify and target an audience? Want to be part of 
creating beautifully written, well designed and professional marketing 
campaigns to sell tickets? Working in the marketing department you’ll 
experience all areas of the Trust’s work and help us tell that story 
to our audiences. You will learn about how we use data to tailor our 
messaging to different audiences, how you can pick the perfect 
image to sell a show and how, even now, there is nothing that sells 
quite like a good old fashioned poster. Every day will be different and 
bring new challenges and opportunities to be creative ensuring the 
residents of Coventry, and beyond, can take full advantage of the 
events in 2021. 
Read the job description.

COMMUNICATIONS APPRENTICE 
Are you a creative thinker with a passion for the written word? Want 
to produce content for a range of people, including the press? Are 
you always on the lookout for the next trending topic or following 
up-and-coming influencers? Working in the communications team 
you will learn how to produce engaging audio, photographic and 
graphical content for our social media channels and partners. You 
will carry out a range of tasks; research, event co-ordination and 
using technology to monitor our reach and learn how to reflect and 
evaluate on a campaigns success. In addition, work closely with the 
Marketing Team to further your skills and gain an insight into how 
audiences are targeted.
Read the job description.
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https://coventry2021.co.uk/media/qfgpakf2/finance-assistant-apprentices-pdf.pdf
https://coventry2021.co.uk/media/qhyh4uxh/business-admin-apprentice-pdf.pdf
https://coventry2021.co.uk/media/wxolojgz/marketing-apprentice-pdf.pdf
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FUNDRAISING APPRENTICE
Do you enjoy meeting new people and sharing good news and 
opportunities? Want to assist with the Trusts events for our 
supporters and meet with varied networks of organisations to build 
new relationships? Want to be part of a core team that is ensuring 
our message is spread far and wide? Can you tell a story? Share our 
good news with our network of supporters, staff and volunteers. You 
will be one of the public facing members of the team and will get the 
chance to meet Coventry’s leaders in business whilst learning a host 
of transferable skills including how to communicate effectively, plan 
and organise events and produce engaging written material.
Read the job description.

MONITORING AND DATA ASSISTANT 
APPRENTICE
This is a unique opportunity to be part of the team that will collect 
the data required to ensure the Trust hits the impacts and outcomes 
desired from 2021. Do you have an eye for detail? Is the collection 
and presentation of data something that you excel at? Want an 
opportunity to be hosted within core partners in the Monitoring & 
Evaluation team to gain broader knowledge and skills? Can you 
contribute to innovative data collection methods or have ideas on 
how to imbed data capture into events? Or does this simply sound 
interesting and you wish to learn how to do all of this? If the answer 
is yes to any of these questions this could be the apprenticeship 
for you. 
Read the job description.

TICKETING APPRENTICE
Ticketing is crucial to the success of any event when dealing with 
customers, especially when you are looking after tickets for multiple, 
unique events across a whole year. Are you able to talk to people and 
make them feel special? Can you listen to people when things aren’t 
going right and find a solution to keep them happy? You will process 
ticket requests and provide an excellent level of service for our 
customers. This apprenticeship will develop your skills on your 
journey to becoming a customer service specialist which can be 
applied to so many different types of jobs.
Read the job description.

COMMERCIAL EVENTS APPRENTICE PRODUCER
Want to assist with the planning, delivery and review of commercial 
events such as festivals and high-profile performances? You will 
learn how to follow an event through concept, planning, delivery and 
debrief by working with our Commercial Producer team. Research 
event space, source suppliers, attend meetings, record spending, 
work with artists, get to grips with licensing laws and event health 
and safety. This unique role will give you the foundation to continue 
your journey in the world of commercial events. 
Read the job description.

7

https://coventry2021.co.uk/media/p1ijmz3l/fundraising-apprentice-pdf.pdf
https://coventry2021.co.uk/media/fksda1te/monitoring-and-data-assistant-apprentice-pdf.pdf
https://coventry2021.co.uk/media/kbahzzhp/ticketing-apprentice-pdf.pdf
https://coventry2021.co.uk/media/215gvb0f/commercial-producer-apprentice-pdf.pdf


PRODUCTION APPRENTICE X2
Want to assist in realising the vision of the UK’s leading Producers 
and artists? Ever wondered how a space is transformed into a 
public event or what is involved in getting the artists and equipment 
to a performance site? Want to work on large scale projects, from 
research and site visits through to safety checks and venue set up? 
Do you have a fascination in how things work behind the scenes? 
Can you find solutions and stay calm when you are under pressure? 
Read the job description.

PROGRAMME APPRENTICE
Working closely with the Production and Producing teams, you 
will ensure that Producers are equipped with the information and 
support required to perform to their highest ability. Want to arrange 
international travel and visas and make sure artists are safe and 
comfortable? Are you excited by sourcing appropriate accommodation 
and assisting artists with their travel plans? You will share information 
across departments in the Trust and ensure information is accurate 
and the right people have it at the right time. If this role sounds like 
something you would like to do check the full job description 
and apply.
Read the job description.

CREATIVE APPRENTICE PRODUCER 1
- CARING CITY
Are you passionate about your city, social change, working with
communities and asking BIG meaningful questions and using
creativity to find a solution? Working within the Caring City team you 
will explore key areas in producing that explore, event planning, artist 
liaison, supporting in shaping and programming events. You will
explore key themes such as mental health, safety, social inclusion
and homelessness.

CREATIVE APPRENTICE PRODUCER 2
- YOUTHFUL CITY
Youthfulness is an attitude, a gathering of mindsets, a synergy of
creative and dynamic ideas to celebrate the people in our cities.
You will be part of a cultural and creative skills exchange between 
Coventry and four international cities; Nairobi, Bogota, Detroit, and 
Beirut, culminating in the creation of four new artworks and an event 
which brings together the ideas and innovations from the exchanges 
into a 3-day Global Youth Summit in Coventry. 

CREATIVE APPRENTICE PRODUCER 3
- COLLABORATIVE CITY 
Creativity and culture are everywhere, all the time, in every
community and on every street. Are you passionate about working 
with and empowering the citizens and communities of Coventry? 
Working as part of the Collaborative cities Team you will be
co-creating projects with schools, libraries, community centres, family 
hubs, faith groups and local businesses to produce a locally relevant 
but globally connected programme. Coventry’s communities will be 
the ideas engine, the makers, the performers, the storytellers and the 
change makers.

CREATIVE APPRENTICE PRODUCER X3
Want to assist in delivering projects, programmes and events with 
some of the UK’s leading Producers working in our Caring City, 
Dynamic City or Collaborative City Teams? If so, a Creative Producer 
Apprenticeship could be for you! There are three areas of work you 
could be involved in. Details of each programme area are listed below. 
Read the job description.
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1. If you want to find out more, try to come along to our   
 informal online session on Thursday 10 September. You  
 can register to attend by following this link: 
 coventry-apprentices.eventbrite.co.uk 

2. Decide which role(s) you are interested in, and complete  
 an application form, (available at  
 coventry2021.co.uk/apprentices), either in writing or by   
 recording a video. Remember to look at the job 
 description to make sure your application is relevant to   
 the role you’re applying for. 

3. Address applications to Ruth Richardson, 
 Head of Team Development and email to:  
 recruitment@coventry2021. co.uk. 
 For large files, please send via wetransfer.com and  
 include your name and contact number in the message. 

4. Once you have sent us your application, we’ll send you an  
 email to confirm that we have received it. Someone   
 will then be in touch by phone to have a chat and check  
 your eligibility for the apprenticeship. 

HOW TO APPLY
5. If you are eligible, we want to make sure we can give you  
 the support you need, so we will ask you to complete a   
 short Maths and English assessment. 

6. When the closing date has passed, we will review all of   
 the applications. Following this, we will get back in   
 touch and, if shortlisted, will invite you to attend an   
 interview or development day where you will get to meet 
 the team (in person or virtually), learn more about the  
 Trust and the role/s on offer, take part in assessment   
 activity and ask any questions that you might have. 

7. Following this you will be informed if you have been 
 successful in your application and will become one of 
 the 15 apprentices. If not, don’t worry. There are plenty 
 of other ways to get involved, including paid work,   
 volunteering and taking part in events.

9

http://coventry-apprentices.eventbrite.co.uk
http://coventry2021.co.uk/apprentices
mailto:recruitment@coventry2021.co.uk
http://wetransfer.com


TRAINING
PROVIDER
PROFILE

KEY
INFORMATION
TIMETABLE

ADVERTISED
Thursday 03 September 2020

ONLINE INFO SESSION
Thursday 10 September 2020

APPLICATIONS CLOSE
Wednesday 30 September 2020 at 5pm

INTERVIEWS AND SELECTION
October 2020 (see individual job 
descriptions for more information)

ROLE COMMENCEMENT
Monday 02 November 2020

Apprentices will work with the Trust and be supported to 
achieve apprenticeship standards with North Warwickshire 
and South Leicestershire College who offer a wide variety 
of Apprenticeships throughout the Midlands region. Find 
out more about the college here: www.nwslc.ac.uk

SALARY
£17,000 GROSS PRO-RATA PER ANNUM
(BASED ON 30 HOURS PER WEEK). 

This position pays £13,077 per annum for a 30 hour working week (based on an 
FTE of £17,000 for 39 hours). Off-the-job training amounts to 20 per cent of an 
apprentice’s contracted employment hours across the whole apprenticeship. This 
training may be carried out on-site or off-site. Holiday entitlement for this part-time 
role is calculated on a pro-rata basis and equates to 19.5 days per annum / year, 
plus public holidays.  
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USEFUL LINKS

MORE ABOUT COVENTRY CITY OF CULTURE TRUST:
COVENTRY2021.CO.UK
@COVENTRY2021
RECRUITMENT@COVENTRY2021.CO.UK

MORE ABOUT NORTH WARWICKSHIRE AND SOUTH 
LEICESTERSHIRE COLLEGE:
NWSLC.AC.UK
@NWSLC.OFFICIAL
@NWSLC_OFFICIAL

MORE ABOUT APPRENTICESHIPS AT:
APPRENTICESHIPS.GOV.UK
INSTITUTEFORAPPRENTICESHIPS.ORG

INTERESTED TO LEARN MORE? 
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