
 

Assistant to Pembroke Academy of Music  

 
Responsible to: Elizabeth Andrews, Director of Pembroke Academy of Music 
 
Hours: Average of 5 hours per week.  
During term time this will be Wednesday evenings from 5:30pm-9.30pm, with 1 hour for 
admin etc during the week. 
NB As PAM does not run in school holidays, the average of 5 hours per week is also used 
on occasional extra PAM and Pembroke House activities at weekends or other evenings, 
by agreement. 
 
This is a fantastic opportunity for someone who wants to work with families, with a particular 
focus on 7-13 year olds, or to work in community music. Two people who held this role 
recently are now working as professional community musicians, and the current Assistant is 
leaving to take up a full time role as a children’s support worker. 
  
About Pembroke House  
Pembroke House is a social action centre and settlement serving the people of Walworth, 
an area of London just south of Waterloo. We run numerous activities including the music 
academy, a gardening club and dance/theatre training. About 450 people a week benefit 
from the activities run here. 
  
We have a 6-bedroom house next door to the centre which provides low cost 
accommodation to recent graduates. All of them volunteer in Pembroke House for 5 hours a 
week, giving them the opportunity to learn about community work, and to share and 
develop their skills.  
 
There is a Steinway grand piano in Pembroke House which is available for practice by 
arrangement. 
 
Pembroke House is a shared premises with St Christopher’s Church, which is currently 
looking for a pianist/music leader. This is a paid role and could be combined with the 
Assistant to the Director of PAM.  
 
About PAM 
Pembroke Academy of Music (PAM) is an affordable open-access music programme for 
local children aged 7 and above. The evening begins with Community Choir, followed by 
graded theory classes and group tuition in strings, brass, wind, percussion, guitar and 
singing, all taught by professional musicians.  
 
PAM meets on Wednesday evenings in term time from 6.30pm until 8.45pm, with termly 
concerts at Pembroke House. Outside performance opportunities are actively sought, and 
in recent years these have included collaborating with Mahogany Opera Group on a 



number of performances at the Southbank Centre, singing a newly commissioned work at 
the National Portrait Gallery, providing pre-dinner entertainment at a fundraising ball at a 5* 
London hotel, and carol singing in Waterloo station. There is an annual PAM visit to 
Pembroke College, Cambridge, for a day of music making with the Pembroke Choir. 
PAM is a member of the Southwark Music Hub, and has a good relationship with 
Southwark Music Service.  
 
Key Tasks: 
 

 Arrive as soon after 5.00 as possible to set up the building for the evening  

 take attendance as children arrive 

 receive and track termly subscriptions, exam fees etc 

 update attendance and payment records every week 

 ensure that the building is tidy and secure at the end of the evening 

 during external PAM events, help meet up with children and their parents and 
steward the group for the length of the day or evening event 

 out of term time, maintain the instrument stock, general administration 
 
 
Essential qualities for this post are:  
 

 Able to lift heavy chairs and other furniture in order to set up rooms 

 Enjoy working with children and their families  

 Good communication skills, open and friendly 

 Basic numeracy and computer skills (Excel) 

 Good attention to detail 
 
This role would suit anyone wanting to gain experience of:  
 

 Outreach in a local community 

 Working with families from a wide range of backgrounds 

 Running a community music programme 

 Project management  
 

Other information 
Volunteers should abide by organisational policies including Pembroke House’s Equal 
opportunities, Safeguarding and Health and Safety policies. 
 
If you have any questions, please email elizabeth.andrews@pembrokehouse.org.uk or call 
020 7703 3803 
  
Pembroke House, 80 Tatum Street, London SE17 1QR  
 
www.pembrokehouse.org.uk  
Twitter @pembroke1885               
 Instagram PembrokeHouse  
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