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In this easy read document, difficult 
words are in bold. We explain what 
these words mean in the sentence after 
they have been used. 

Some words are blue and underlined.  
These are links which will go to another 
website which has more information.

links



Introduction 
Drake Music is a charity that works 
across the UK with disabled people 
who use new ways to make music. 

We are looking for a new Deputy Chief 
Executive. 

This is someone who can help the 
Chief Executive run Drake Music. 

The Chief Executive is the person in 
charge of the staff and the work they 
do at an organisation. 

This information explains: 

• more about the job 

• who can apply 

• how to apply. 

You need to apply by midnight on 
Sunday, 1 August 2021.  
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The job 
If you get the job you will: 

• work with us for two years 

• be paid £45,000 a year 

• work 28 hours a week 

• work at our office at Rich Mix in 
East London 

• have paid time off for holidays. 
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What you will do 
If you get the job, you will: 

• help the chief executive make 
their long term plans happen 

• help the Chief Executive look at 
how Drake Music is organised 

• be in charge of our staff 

• help our staff work together to do 
the best work possible 
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• be in charge of equality, diversity 
and inclusion in Drake Music 

Equality means treating people 
fairly and making sure they have 
the same chances. 

Diversity means people are not all 
the same. For example, people 
come from different backgrounds, 
make different choices or are good 
at different things. 

Inclusion means everyone can 
take part, and everyone has a fair 
chance. 

• make sure everyone can take part 
in all of our work 

• plan future projects 
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• help make sure we will have 
enough money 

• write a plan to get our staff to 
work better 

• support our staff and people we 
work with 

• make sure everyone feels free to 
say what they think 

• work with our staff in person and 
online 

7



 

• be in charge of making sure we are 
following the law at work 

• help run the daily tasks of the 
organisation 

• be in charge when the Chief 
Executive is away. 

We might ask you to do some other 
things as well. 

They will be similar to the things in 
that list. 
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Who can apply? 

We are looking for people who can do 
certain things. 

We also want them to have certain 
experience. 

Experience means the things you 
have done. 

We want our new Deputy Chief 
Executive to be Disabled. 

This includes Deaf, Disabled, 
Neurodivergent, Visually Impaired 
people, people with long-term health 
conditions, and/or with mental health 
conditions. 

Neurodivergent means your brain 
works in a different way to most 
people. You may be autistic or have a 
mental health condition. 

Visually Impaired means you have 
difficulty being able to see, or you 
can’t see at all. 
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You also need to: 

• strongly believe in the Social Model 
of Disability - this says that the 
way society works can stop 
disabled people from doing things 
non-disabled people do 

• have worked in a job where you 
were a leader for at least 3 years 

• know how to get the best out of 
people 

• have experience of being in charge 
of people. This includes: 

• looking at how staff are doing 

• building a team 

• helping staff improve 

• planning for the future 
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• have lots of experience of setting 
up and being in charge of projects 
and new ways of doing things 

• be very professional 

• be someone that people get on 
with and trust 

• have some training or 
qualifications in being in charge 

Qualifications are tests or courses 
you have passed. 
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• have experience of hiring new 
members of staff 

• know about how to hire people in 
a way that means nobody is 
unfairly left out 

• want to listen to new ideas 

• be able to change how you work 
so that everyone can be involved 

• know about managing budgets of 
an organisation 

A budget is how much money you 
have to do something. 
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• be very good at communication 
with other people 

Communication is the way we give 
people information. It includes 
speaking, writing and sign 
language. 

• have experience of writing plans 
and making them happen. 

13



Equality 
Drake Music are a team of disabled 
and non-disabled people. 

We want to make sure everyone is 
equal and nobody is left out. 

We want to give jobs to disabled 
people. 

We try to make sure nobody is left out 
when we look for new people. 

We try to think about everyone’s 
needs. 

We want everyone to show that they 
can do the job. 

We want to include people from as 
many different backgrounds as 
possible. 
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We would love to hear from: 

• people of many different races or 
backgrounds 

• LGBTQI+ people 

LGBTQI+ means lesbian, gay, 
bisexual, transgender, queer (or 
questioning), intersex + others.  

L is for Lesbian which means 
women who are attracted to 
women.  

G is for Gay which means people 
who are attracted to the same 
sex.  

B is for Bisexual which is for 
people who are attracted to 
people of more than one gender.  
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T is for Trans people who have 
changed their gender from the 
one they were born with. 

Q is for Queer or Questioning. 

Queer is used to describe anybody 
who isn’t heterosexual. 
Heterosexual means you are 
attracted to the opposite sex. 

Questioning means you are still 
deciding how you would like to 
describe yourself. 

I is for Intersex which means 
people who have both male and 
female parts of the body. 

+ means including anything else   
 that isn’t on this list. 
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How to apply 

You need to apply by midnight on 
Sunday, 1 August 2021. 

We will not read what you send us if 
it’s late. 

You should apply by sending us an 
email to: info@drakemusic.org 

In the subject line of the email, write 
‘Deputy Chief Executive Application’. 
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Subject: Deputy 
Chief Executive 
Application
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You need to send us these 3 things in 
the email: 

1. A personal 
statement 

This should be a letter that tells us 
why you are the right person for the 
job. 

You should go through the ‘Who can 
apply?’ section and show that you can 
do each thing on the list. 

The letter should be between 2 and 4 
pages long. 

If you don’t want to write, you can 
record yourself speaking instead. 

This can be a video or just the sound 
of your voice. 
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If you record yourself, it should be 
between 10 and 30 minutes long. 

If the computer file of the recording is 
too big to email, please send it via 
WeTransfer. 

2. Your CV 
A CV is a document that has 
information about: 

• what jobs you’ve done 

• what education you have 

• how to get in touch with you. 
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3. Equal Opportunities 
monitoring form 

This is a short questionnaire which 
will help us to make sure we are being 
fair to everyone. 

A questionnaire is a form with 
questions for you to answer. 

You will receive a copy of the form 
with this Easy Read document. 
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After you apply 

We will read everyone’s applications. 

If we think you have shown you can 
do the job, we will invite you to an 
online interview. 

There will be a second interview at a 
later date. 
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For more information 
If you would like to know more, please 
contact us by email at: 

info@drakemusic.org 
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