Greater Manchester Arts Centre Ltd


Events Manager
Application Pack
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About HOME
HOME first opened its doors in May 2015: a new, £25m multi-art form venue for Manchester operated by Greater Manchester Arts Centre (GMAC). 

HOME’s mission is to be 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. HOME curates engaging, international, high-quality work, and serves to develop art and artists at of all stages in their careers. This is done across:

· Two theatres: c.500 proscenium arch theatre (T1), and a flexible c.130 seat Studio theatre(T2);

· 500m2 contemporary exhibition space;

· Five state-of-the-art cinema screens presenting one of the most celebrated independent film programmes in the UK;

· Rehearsal and development spaces.

HOME is also a thriving cultural business, with a highly successful bar and restaurant, growing events and hires business, a fine retail offer, and an international publishing arm (Cornerhouse Publications). 

In the first three years of the organisation, its impact on the culture of Manchester and beyond has been extraordinary. Its seen:

· 2.3m visitors through its doors

· Worked with over 55,000 participants

· Over 40 exhibitions

· Over 1,000 theatre performances 

· Nearly 20,000 cinema screenings

£80m GVA (gross value added) to the Economy

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 place for the curious from all our communities, future artists and producers of work that is provocative, playful and contemporary, of Manchester and the world.
HOME’s Values

i. Creativity – bringing imagination, resourcefulness and innovation to our work

ii. Pioneering – leading the way, breaking new ground, being ahead of the curve, taking risks

iii. Collaborative – seeking out opportunities for sharing and partnership

iv. Engaged – with our city region and the wider world, with art and artists and with ideas and issues

v. Open – welcoming and engaging with multiple voices, ideas and perspectives

vi. Rigorous – striving to do the best work, valuing quality.

Job Description for Events Manager
Responsible to:
Director of Finance and Operations  

Responsible for:
N/A 

Team:


Operations

Purpose:
The Events Manager oversees the hire of HOME spaces to third parties in order to maximise financial return to HOME. They will proactively promote the private hires and events on offer at HOME, engaging with both in-house catering and other teams at HOME ensure events run smoothly. They will maintain a close working relationship with Front of House, Building Management and programming teams at HOME to ensure events and hires work alongside other activity in the building and are conducted in line with Health and Safety and other regulations. 
Main Duties:

1. Be the main contact point for all events and hires from the point of enquiry through to invoicing and payment.

2. Facilitate the smooth running of events and hires at HOME through collaboration with in-house catering, front of house and other teams including technical, building management, finance and IT. 

3. Proactively promote and market the private hires and events business to maximise the financial return to HOME.
4. Ensure private hire income meets or exceeds budget targets.
5. Maintain a strong network within the business community in Manchester to include those regularly running events.

6. Regularly benchmark and monitor HOME’s pricing for events to ensure they remain competitive whilst not under-valuing our offer.

7. Work alongside the film team to maximise cinema hires whilst working with the film programme
8. Work closely with in-house catering on events and private hires to ensure smooth collaboration on these.
9. Investigate the market for large-scale conferences utilising Theatre 1 and other spaces including an understanding of when the demand is likely to be and what that demand might look like 

10. Ensuring all hires are promptly invoiced, following financial procedures and assisting in chasing payment from hirers as requested. 
11. Ensuring all hires are Health and Safety compliant and work in a way conducive to HOME sustainability policies.

12. Work flexibly around Private Hires and Events to enable smooth running of these events.
13. Lead on in-house staff events to ensure these work effectively with the building and programme.
14. Any other duties required in the role of Private Hires and Events Co-ordinator

PERSON SPECIFICATION FOR

Events Manager
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS AND TRAINING
	
	Degree or equivalent professional qualification

	EXPERIENCE & SPECIALIST KNOWLEDGE
	Event Management Experience in a busy environment
	Experience of working within a Charity

	
	Knowledge of Health and Safety legislation within the

events industry
	Experience working in the arts

	
	Experience in the writing of event specific risk

assessments
	Experience in relationship building

	
	Experience of working within a customer focused

environment
	

	
	Experience in upselling additional services and cost

negotiation
	

	
	Knowledge of and commitment to working in an environmentally sustainable way
	

	PRACTICAL SKILLS
	Effective communication skills both written and verbal

with the ability to deal with a wide range of clients at

all levels
	

	
	Excellent Excel and other IT skills
	

	
	Proven ability to liaise, co-ordinate and disseminate

quality information across a range of disciplines
	

	
	Ability to manage a number of on-going projects effectively and efficiently
	

	
	To be self-motivated and have the ability to work independently or as part of a team
	

	DISPOSITION AND ATTITUDE
	Proven commitment to promoting Equal Opportunities in the workplace
	

	
	An enthusiastic and responsible team player with the ability to work with limited supervision
	

	PERSONAL CIRCUMSTANCE
	To be committed to and have the flexibility to work

hours as determined by the business. This will include

working early mornings, evenings and weekends.
	


Applicant Information
At HOME we welcome applications from everyone. 

HOME strives to present a vibrant, diverse programme that is reflective of the city that we live in. We believe that this can only truly be achieved if the workforce at HOME encompasses a broad range of beliefs and vantage points. We particularly welcome applications from people from a BAME background or those who are Deaf or disabled, as they are currently under-represented in our workforce. If you wish to discuss reasonable adjustments for this role, please indicate this on your application form and we will be in touch with you.


Outline of Terms and Conditions 

TITLE OF POST: 

Events Manager
HOURS: 
GMAC Ltd has a standard working week of 40 hours inclusive of meal breaks.


Exact hours of work as required by demands of the post.


Overtime payments will not be made, however time off in lieu, with the agreement of the Director of Finance and Operations, will be available to cover any additional hours worked.
SALARY: 


£24k - £26k 

ANNUAL LEAVE: 
25 days p.a. pro rata plus statutory holidays, increasing with length of service thereafter.
PROBATIONARY PERIOD: 
3 months. 

NOTICE PERIOD: 

1 month during probationary period, 3 months thereafter. 

PENSION: 
HOME runs a workplace pension scheme.
OTHER BENEFITS INCLUDE:

· Free tickets for theatre and cinema
· Discounts on food and drink at HOME’s bar and restaurant
· Travel schemes including cycle to work and discount bus travel
Appointment 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 Monday 26th November
Interviews will take place week commencing 3rd December
Please email a PDF copy of your application to: George.whalley@HOMEmcr.org 
Unfortunately, we cannot acknowledge receipt of applications. If you have not heard from us by Wednesday 28th November, please assume that we will not be taking your application any further.
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/.
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