



SEFTON MBC / Communities Department


Job description	Performing Arts Programmer	

[bookmark: _GoBack]Grade: 			H 

Hours:				36 hours per week

Location: 			The Atkinson, Southport 	

Post No: 			20716

Job Evaluation Number: 	4521

Responsible To:                   Locality Team Manager	

Responsible For:                 	Programme Officer 



JOB PURPOSE

You will develop, plan and implement an innovative, creative, engaging and diverse year-round programme of high-quality performance events, activities and projects. 

You will have a strong entrepreneurial vision for maximising income from The Atkinson’s programmes and assets, to ensure that operational and financial targets are delivered.

You will be a determined and effective negotiator of performing arts contracts to ensure best value and successful generation of income.

You will be committed to increasing audiences, access and engagement with arts, culture and the performing arts so that The Atkinson maintains its status as an excellent regional centre of arts, heritage, literature and information.


MAIN DUTIES

1. Develop the strategic planning of performing arts programmes as a keystone of The Atkinson’s economy.

2. Implement a year-round, diverse, full programme of music, theatre, comedy, spoken word and other live performances of the highest quality across the Atkinson’s performance spaces.  The programme will be focused at the Atkinson in Southport but will extend throughout Sefton to ensure that opportunities for cultural engagement are delivered across the Borough.


3. Negotiate financial arrangements with performers, partner organisations and companies, to ensure they work within agreed guidelines and budgets and maximise income for The Atkinson. 

4. Work with a high performing team as an advocate and champion, to maintain and enhance The Atkinson’s positive reputation as a regional leader of excellence for arts and culture.

5. Maintain existing relationships with key partner organisations.  Identify, develop negotiate and manage appropriate new programme partnerships and agreements for current and future activities. 

6. Contribute to a total visitor experience for programmes, festivals and special events, delivered to the highest standards and maximising income.

7.  Contribute to the development and delivery of effective marketing, audience development and communication strategies for the performing arts programmes, including the monitoring of developing trends within the sector.

8. Support the promotion of The Atkinson’s vision for audience development, community engagement and lifelong learning, building loyalty and affiliation from people living within and without Sefton.

9. Support and attend performances and special events as required to evaluate and improve the programme.

10. Support the co-ordination of the programme team - Programme Officer, Technical staff, Operations team, Marketing and Front of House function - to ensure efficient and effective delivery of the performing arts programme.

11.  Use appropriate ICT systems for booking and management, to include the use of Agresso and I Want Finance for financial routines and monitoring.

12.  Adhere to all Sefton Council’s Data Protection Policies to ensure that customer information data is lawfully gathered, accurate, up to date and only divulged in accordance with the Data Protection Act 1998 and the local government common law duty of confidentiality. Failure to apply these duties can lead to the individual or the Department facing legal court proceedings.

13.   Maintain professional awareness and personal development for self and others, as appropriate.

14. Contribute to the production, analysis and monitoring of information on performance indicators and other relevant measures. Establish metrics and performance indicators to create a culture of continuous improvement and to ensure that financial and service delivery targets are being met.

15. Participate in conferences, reviews, meetings and other forums as required. 


16. Engage within the development of the service and Continuing Professional Development through PDR, team training, service meetings and council events.



SPECIAL CONDITIONS


1. The Atkinson will be open to the public on some evenings and at weekends.  Therefore, its staff will be required to work at these times when it is necessary to meet the needs of the service.

2. Since confidential information is involved with the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

3. Undertake, and participate in training, coaching and development activities, as appropriate

4. The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.



GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

Note: 	Where the post holder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job

Date:                    February 2020

Designation:       Localities Team Manager




Person specification:  Performing Arts Programmer


	Personal Attributes Required

	Essential (E) or   Desirable (D)
	Method of Assessment


	Qualifications

Literate and numerate

Qualification in a relevant area of study or discipline

Computer qualification e.g. ECDL, CLAIT


	

E

D

D
	

AF  I

AF

AF 

	Experience 

Leading the programming in a performing arts venue

Large scale project management and partnership working at an organisational level

Working in a commercial environment to achieve financial targets

Balancing conflicting demands and working to deadlines with limited resources

Managing change for self and others

Working effectively with external partners and agencies to develop positive networks
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	Knowledge / Skills / Abilities

A thorough knowledge of contemporary practice across the performing arts

A proven track record of audience development in a commercial environment

Effective negotiation skills in a range of contexts, with particular reference to contracting with Agencies and Production companies

Ability to work efficiently on own initiative, prioritising workload without direction to ensure objectives are met to agreed timescales.

Strong leadership skills demonstrating the ability to influence and motivate others

Ability to communicate effectively at all levels of the organisation, with the wider community and external partners/suppliers

Ability to work as part of a team, to develop a good working relationship with colleagues and partners to deliver a co-ordinated response

A practical knowledge of government policies, public sector initiatives, commissioning and funding opportunities which related to arts and culture.

Ability to collect and analyse complex information such as financial reports and audience data

Ability to identify creative solutions to problems

Effective use of ICT in order to ensure effective service delivery

Knowledge of information management and governance protocols including General Data Protection Regulation
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AF = Application Form

I = Interview
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