Greater Manchester Arts Centre Ltd trading as HOME

ASSISTANT PRODUCER
Application Pack
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Job Title – Assistant Producer
On 1 April 2012, our founding organisations, Cornerhouse and the Library Theatre Company, merged to create the Greater Manchester Arts Centre Ltd (GMAC), a registered charity that is a company limited by guarantee. The merger was the first step in the creation of HOME, an international centre for contemporary visual art, film and theatre. Today, HOME and Cornerhouse Publications remain as trading names of GMAC.

In Spring 2015 we moved out of the Cornerhouse building to our new purpose-built venue at First Street. Building on the heritage of Cornerhouse and the Library Theatre Company, HOME produces the best in contemporary theatre, visual art and film, engagement and creative learning, creative industries, and digital innovation.

GMAC is an Arts Council National Portfolio Organisation that is managed by a board of trustees, currently chaired by Jonty Claypole, Director of Arts at the BBC.

You will be part of an exciting forward-looking organisation working with a wide range of artists, partners, audiences and stakeholders. Our team is enthusiastic, motivated and engaged so expect to be challenged! If you can share our ambition and have the skills, knowledge and experience to do the job, this is a great and unique opportunity.
	HOME’s VISION 
HOME is central to making Greater Manchester a major city celebrated for its distinctive art – art that enriches the lives and life chances of its people, a magnet for artists and creatives with the highest engagement in the arts in the UK. 



	HOME’s MISSION 
HOME is an open and social space for the curious from all our communities, future artists and producers of work that is provocative, playful and contemporary, of Manchester and the world. 


Application Procedure
Please complete the HOME application form telling us how you meet the Person Specification for this role return with a completed Equal Opportunities questionnaire.  
The deadline for applications is 12noon on Thursday 5 July 2018 
Interviews will take place on Thursday 12 July 2018 at HOME in Manchester.
Please email your application to kevin.jamieson@homemcr.org marking your email ‘Assistant Producer Application’
Alternatively you can post your application to Kevin Jamieson, Senior Producer: Theatre, HOME, 2 Tony Wilson Place, Manchester, M15 4FN.

Unfortunately, we are unable to acknowledge receipt of applications, so if you have not heard from us within three weeks of the closing date, please assume that you have not been shortlisted in this instance.
HOME welcomes applications from people of diverse backgrounds including BAME, LGBTQI and disabled. We promote diversity and access across its activities. We are committed to equality of opportunity and encourage application from individuals currently underrepresented in the arts. 
We hope that this document will help with any questions you might have about the application processand the advertised position. However, if you have any further queries, please email kevin.jamieson@homemcr.org.

HOME strives to be an equality of opportunity employer 
Thank you for your interest in this post.

HOME (Greater Manchester Arts Centre Limited) collects personal information when you join us as an employee, apply for a job or work with us as a freelancer. We will use this information to manage the recruitment process, conform with employment or payroll legislation, report to funders on our workforce or to comply with other laws. HOME will not share your information with third parties for marketing purposes. For more information explaining how we use your information please see our privacy policy for Employees, Freelancers and Artists at https://homemcr.org/about/policies/privacy/.


Job Description for ASSISTANT PRODUCER
Team: Theatre
Responsible to: Senior Producer 

Summary

The Assistant Producer will:

· Provide administrative support to the Artistic Director and the Theatre Team;

· Work with the Senior Producer: Theatre and the Theatre Team in the effective planning and delivery of the Theatre programme.

Main Duties

Administrative Support

· Maintaining Artistic Director’s diary and arranging all travel and accommodation and to collate and submit all relevant expenses.

· Maintaining Theatre Team diary.

· Maintaining Artifax, the room booking software, used by HOME.

· Maintaining, updating and distributing the Theatre schedule.

· Dealing with telephone enquiries, circulating internal information and internal post, dealing with filing and general correspondence, recording Team holidays, TOIL and sickness, booking rooms for meetings and auditions.

· Make stationery orders when necessary.

· Manage staff passes for visiting artists to the building.

· Managing, in conjunction with the Finance Team, all Theatre Team purchase orders and finance code set-ups.

· Maintaining accurate financial and statistical records as requested by the Artistic Director/Theatre Programme Team in conjunction with Programme Administrator: Theatre.

· Research and book travel and accommodation for visiting artists and companies within an agreed budget and as needed.

· Maintain and periodically update HOME’s dig list.

· Obtain work permits for visiting artists and companies as needed.

· Attending and minuting Theatre team meetings also attending HOME Operations, Staff Welfare, Logistics, Environmental & Sustainability, Health & Safety and Wellbeing meetings, reporting back to the wider theatre team with action points and matters arising.

· Ensuring Theatre databases are compiled and maintained in accordance with GMAC policies on the General Data Protection Regulation to protect personal data held and/or processed by GMAC.

· Contribute the Theatre team’s news and updates weekly into HOME’s internal newsletter, Team Brief.

Programme Planning and Delivery

· To support the Senior Producer: Theatre with all aspects of producing HOME’s programme.

· To assist with delivery of events and to coordinate the smooth running of Press Nights and any other social events relating to the programme. 

· Maintain and update all production related seat holds in conjunction with the Box Office team for the produced and toured in work.

· Compile FOH Notes for all productions and circulate to all relevant departments when needed.

· To lead on the key administration areas across the programme including drafting, issuing and circulating contracts for actors and creative teams as required, creation of contact sheets, production schedules and other admin tasks.

· On occasion manage one-off events across the building, including setting and managing budgets, negotiating and issuing agreements.

· Ensuring web-pages are kept up to date with relevant information such as running times, cast & creative team details, production trailers etc.

· Liaise with HOME’s Communications Department on all HOME produced programmes ensuring all relevant information is provided and accurate.

· Liaise with HOME’s Communications Department over campaign plans to ensure all avenues are being explored and if any help is needed.

General

· Any other reasonable duties required to assist the HOME Theatre Team as a whole.

· To be familiar with and be personally responsible for acting within the equal opportunities policies of HOME.

· To be an active and supportive member of the HOME staff team.

· To be welcoming and provide excellent customer care to all visitors to HOME in all departments especially visiting artists to the building.

· When needed undertake visiting company inductions to HOME in keeping with the building’s Health and Safety policy.

· Actively keep up to date with the artistic programme.

· Actively develop and implement green policies and practises for the department.

· To maximise income and minimise expenditure wherever possible without jeopardising the quality of the work or the reputation of HOME.

PERSON SPECIFICATION FOR

Assistant Producer
Essential skills and experience

· Ability to manage multiple objectives and work across projects.

· Commitment to team working and a flexible approach to working practices.

· Ability to prioritise and be accurate in a busy and changeable work environment.

· Excellent computer literacy, especially with Microsoft Office.

· Excellent organisational skills and attention to detail.

· Experience working in an administrative role, preferably in an arts organisation.

· Knowledge of performing arts. 

· Willingness to work flexible hours.

· Highly developed verbal and written communication skills.

· Experience of database management.

· Experience of website content management systems and social media management.

Desirable skills and experience

· Experience of working in producing theatre.

· Knowledge of the North West theatre landscape.

· Knowledge of Venue Management software (especially Artifax).

· Some knowledge of contracting, company and charity legislation.

· Some experience of audience development initiatives.

· Some experience of evaluation and monitoring, particularly with regards to Arts Council England.

· A love and appreciation of culture and the arts.

TERMS AND CONDITIONS OF SERVICE

ASSISTANT PRODUCER
GMAC Ltd has a Staff Manual that provides full details of all terms and conditions of employment as well as staff benefits.  The following are the main terms of employment.

Salary 
£19,890 
Hours of work
GMAC Ltd has a standard working week of 40 hours inclusive of meal breaks. Some evening and weekend work may be required. HOME operates a Time Off in Lieu system.
Contract Period 
12 months fixed term
Probationary period
1 month
Period of notice
1 month will apply to both employer and employee

Holidays

25 days p.a. plus statutory holidays

Pensions
GMAC Ltd operates a company pension scheme that is available to all staff


Make sure that you complete all sections of the form.  Of particular importance to us is section 6, which is intended to give you the opportunity to demonstrate your suitability for the post.

Type or use black ink.

1
Post applied for:

 
2
Surname:




Forename:

3
Address:

Telephone:

Email address:

4
Education and Training

Give details of any relevant education and training, including dates of any qualifications gained:

	Details of qualifications gained
	Dates

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


5 
Employment history

Present employment: (If freelance, give details of last contract)


Position:


Employer:


Address:


Date from:


Main duties:


Present salary:

Previous employment: (Continue on a separate sheet if necessary)

	Dates

from/to
	Employer
	Salary
	Position and duties

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


6
This section is your opportunity to sell yourself as the best person for the job. 

Bearing in mind the detailed job description and the person specification, tell us in your own words why you believe you are a suitable candidate for this position and what particular qualities and experience you would bring to the post if appointed. Continue on a separate sheet if necessary.

7
References

List below two people whom we may approach for professional references.  One of these should be your present employer if applicable.  Referees will only be contacted if you are offered the position.  All references will be strictly confidential.

1
Name:


Position:

Address:

Telephone number:

2
Name:


Position:

Address:

Telephone number:

8
Where did you hear about this post? (Please be specific)

9
Sign and date the form below:


Signed:






Date:

HOME (GMAC)collects personal information when you join us as an employee, apply for a job or work with us as a freelancer. We will use this information to manage the recruitment process, conform with employment or payroll legislation, report to funders on our workforce or to comply with other laws. HOME will not share your information with third parties for marketing purposes. For more information explaining how we use your information please see our privacy policy for employees, freelancers and artists at 

https://homemcr.org/about/policies/privacy/.   
EQUAL OPPORTUNITIES MONITORING FORM

To help HOME in the implementation of its Equal Opportunities Policy, we would be grateful if you would complete the return this form.

The completed form will be separated from your application form and the information you give will be kept confidential and will have no bearing on your application. 

1
Post applied for:



2
How did you learn of the vacancy? 


Website 
[   ]     (please state which one)   _______________________


Email listings   [   ]     (please state which one)   ______________________


Other
 (please specify)




3
Gender


Female
[   ]

Male

[   ]

Other

[   ]

4
How would you describe your ethnic origin?


African
[   ]


UK or Irish

[   ]


Asian

[   ]


Other European
[   ]


Caribbean
[   ]


Other, please specify   

5
What age group are you in?


16-21

[   ]


22-29

[   ]


30-39

[   ]


40-49

[   ]


50-59

[   ]


60+

[   ]

6
Do you have a disability?


Yes
[   ]


No
[   ]    

Prefer not to say
[   ]

Thank you for filling in this form.

APPLICATION FORM
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