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Introduction 

Drake Music is a charity that works to 
help disabled people to make music in 
new and different ways. 

We are looking for a new Head of 
Business Support Services.  

This is someone who is in charge of 
making sure we have a safe workplace 
and do our work in the right way.  

This information explains:  

• More about the job. 

• Who can apply.  
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• How to apply. 

You need to apply by Friday 1 July 
2022.  
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The job  

If you get the job you will:  

• Be paid £32,000 a year.  

• Work 28 hours a week.  

• Work at our office at Rich Mix in East 
London.  

• Have 28 days a year for holidays.  

5

28 hours

28



What you will do  
If you get the job you will:  

• Make sure we are working properly 
and in the right way.  

• Help make sure we are organised.  

• Be in charge of services that help us 
work well.  

• Help to make sure we are including 
everyone.  

• Make sure our workplace is safe and 
welcoming, both at the office and 
online.  
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• Keep our work equipment safe.  

• Be in charge at our resource centre 
and workspace in London.  

• Work with our computer and 
technology team to make sure we 
are safe online.  

• Make sure we are following all of 
our rules.  

• Support other members of staff 
when needed, like organising 
meetings or taking notes at 
meetings.  

• Be in charge of checking and adding 
to lots of different information we 
have. 
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• Support our Inclusion and Wellbeing 
manager.  

• Help organise reports.  

• Manage relationships we have with 
other organisations.  
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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 things you have 
done.  

We would like someone who: 

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

• Has very good computer skills.  
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• Has experience of managing 
services that help an organisation 
work well.  

• Has experience of making sure an 
organisation is following rules.  

• Knows how to be in charge of a 
project.  

• Is friendly and never stops trying 
hard to make sure they are doing 
good work. 

• Wants to listen to new ways of 
working.  
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• Can do lots of different tasks at one 
time.  

• Is confident talking to people both 
in person and online.  
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How to apply  

You need to apply by Friday 1 July 
2022. 

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 
‘Head of Business Support Services’. 
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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 of this document and 
write in the letter how 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. 

13



 

If you record yourself, it should be 
between 10 and 30 minutes long. 

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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For more information 

If you would like to know more, please 
contact us by email at: 

info@drakemusic.org 
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