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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 it’s’ 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.
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Job Description
Job Title:

Programme Producer
Team:

Programme

Responsible To:
Head of Programme

Job Summary
This role works closely with and supports the Head of Programme in delivering the artistic programme at HOME. The Programme Producer will:

· Act as “Line Producer” on HOME productions and co-productions 
· Develop and manage relationships with partner organisations and co-producers

· Expand the artistic and commercial potential of the received artistic programme
About Programme Team

The Programme Team is responsible for curation, planning and scheduling the programme for HOME. The team aims to meet the artistic and audience objectives of the organisation within agreed budget frameworks and make effective and efficient use of organisational resources and assets. This covers all aspects of HOME’s programme except for the first run film programme. The Programme Team will work in an integrated way with the Made at HOME and Film Teams to ensure that our produced work meets our audience development and artistic ambitions.
Main Duties and Responsibilities
Programme Planning and Delivery

· Acting as “Line Producer” on HOME production and co-productions including:
· Creating and managing production/project budgets
· Negotiating licenses and royalty agreements

· Negotiating and contracting casts and creative teams

· Acting as liaison between all parties involved in the production and ensuring that agreed parameters are kept to
· Working on and being point of contact on day to day liaison with visiting companies to HOME including:

· Managing and negotiating financial deals

· Internal communication flow to ensure all teams have relevant information

· Working with Programme Administrator to ensure settlements are accurate and paid in a timely fashion

· Overseeing contract completion

· Expanding the commercial potential of the programme and ensuring HOME maximises all potential revenue.
· Working on HOME’s festivals including Push, Orbit, Incoming including:
· Programming, curating and developing the programme

· Overseeing financial arrangements and booking details

· Developing wrap around activity for extra audience engagement

· Liaising with HOME’s co-producing partners

· Working with the Marketing and Communications Team to grow and diversify audiences for our programme and meet sales targets
· Working with the Development Team to maximise fundraising opportunities

· Working with the Finance and Operations Director to maximise extra earned revenue

· Working with the Head of Programme to maximise the full resource of HOMEs various spaces

· Leading on projects outside the venue, including work in public realm and found spaces

· Working on cross-art form projects, including exhibitions, as directed by the Head of Programme
· Assisting on other HOME wide festivals (Pilot Light TV, Folk Expo, VIVA) and advise on scheduling, planning, development and financial management of the events

Artistic Planning

· Watching, engaging and reporting on performances of contemporary companies/artists in a regional, national and international context

· Working closely with the Head of Programme and Talent Development Team on bringing through supported artists into the main programme and continuing to develop their practise and knowledge

· Lead on diversifying HOMEs creative teams and programme of work - connecting in to a more diverse selection of visiting work including one-off special events

· Attending sharing’s for Talent Development supported artists and be ready to offer advice, expertise and insight 
· Working closely with the Head of Engagement on all aspects of their programme of activity

· Being an active member of the HOME programming meetings

· Working with Head of Programme and HOME Executive to monitor and ensure the organisation hits KPI targets

· Working & leading on various project teams across the organisation 
Administrative Support with the Assistant Producer on:
· Maintaining Artifax, the room booking software, used by HOME.

· Maintaining, updating and distributing the Theatre schedule.

· Dealing with telephone enquiries, circulating internal information.
· Maintaining accurate financial and statistical records as requested by the Programme Team in conjunction with Programme Administrator: Theatre.

· Researching and booking travel and accommodation for visiting artists and companies within an agreed budget and as needed.
· Ensuring programme 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.

General

· Carrying out other reasonable duties required to assist the HOME Programming Team as a whole.

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

· Being 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 teams 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 team.

· Maximise income and minimise expenditure wherever possible without jeopardising the quality of the work or the reputation of HOME.
· Attending read-throughs, previews, Press Nights, and other events as required. 

· Attending all weekly meetings as required. 
· Actively contribute to HOME’s sustainability agenda.
PERSON SPECIFICATION FOR

Programme Producer
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS AND TRAINING
	Evidence of continued professional development.
	Training in project management.

	SPECIALIST KNOWLEDGE
	Understanding of the theatre-making process.
	Working knowledge of film and contemporary visual arts.

	
	Good working knowledge of UK theatre contract practice.
	

	EXPERIENCE
	Extensive experience producing and co-producing in theatre at a variety of levels.
	Working with venue Operations Teams to maximise income within the organisation. 

	
	Initiating and negotiating co-production deals.
	Experience of implementing accessible performances.

	
	Negotiating with agents both verbally and in writing.
	Working knowledge of festival curation and delivery.

	
	Working with Creative Teams and facilitating artistic processes.
	Working with Development teams to raise funding for projects.

	
	Track record in diversifying artistic and creative teams
	

	
	Working with Marketing & Communications teams to grow audiences and meet sales targets.
	

	
	Devising and managing income and expenditure budgets for projects and seasons.
	

	PRACTICAL SKILLS
	The ability to communicate and negotiate with artists and professional people verbally and in writing.
	Knowledge of Artifax diary software.

	
	The ability to write high quality reports and create complex budgets, schedules and compile contracts.
	

	
	Proven project management and organisation skills.
	

	
	An eye for detail.
	

	
	Ability to work on own initiative, prioritise, and organise workload.
	

	
	Ability to work under pressure and meet deadlines.
	

	
	Computer literate including Microsoft Office and spreadsheet applications to a high standard.
	

	DISPOSITION AND ATTITUDE
	Flexible, creative and innovate approach to working in a variety of contexts both formal and informal.
	

	
	Committed to creating great experiences for both artists and audiences.
	

	
	An entrepreneurial outlook.
	

	
	Confident in building relationships and collaborating with a diverse range of people.
	

	
	A creative problem solver.
	

	
	A collaborative approach and a desire to work in partnership with other colleagues and external organisations.
	

	GENERAL
	An informed interest in the type of work presented by HOME and its objectives.
	

	
	Understanding of Equal Opportunities and demonstrable commitment to creating a diverse programme, workforce and audience.
	

	
	A demonstrable commitment to equality.
	

	
	Willing and able to work irregular hours – evenings and weekends as needed.
	

	
	Commitment to broadening access to the widest possible audience.
	

	
	The post is based in Manchester.
	


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 

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 

£29,000 

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 

Permanent
Probationary period

1 month

Period of notice
1 month will apply to both employer and employee during the probationary period.

3 months will apply to both employer and employee after the probationary period

Holidays


25 days p.a. plus statutory holidays

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

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 Thursday 11 April – 12noon
Interviews will take place Thursday 25 April
Please email a PDF copy of your application to: Claire.Fern@homemcr.org
Unfortunately, we cannot acknowledge receipt of applications. If you have not heard from us by Thursday 18 April, 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, and 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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