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GENERAL MANAGER/ASSISTANT PRODUCER

JOB DESCRIPTION

IOU is a small and flexible company creating ambitious projects in diverse contexts including site-specific performance, contemporary/experimental music, touring theatre, digital work and sound and video installations.  It also has a programme of professional development and mentoring work and is active in sector development. The company has an established UK and international reputation and has been awarded Arts Council England National Portfolio Organisation status.

Over recent years IOU has established itself in China and the Executive Producer, Richard Sobey, spends significant lengths of time there developing and managing projects. The General Manager/Assistant Producer is a pivotal new role and is central to IOU’s ambitious programme of work and vision for the future. He/she will manage the full range of activities and delivery of works in UK/Europe and maintain efficient and effective office-based systems.

The success of this new post will be measured by the efficiency, accuracy, attention to detail and smooth running of the company’s administration. The scope of the post can grow to create new opportunities and to develop projects at the IOU Studio in Halifax, in the UK and the rest of Europe.

The successful candidate will have a mix of practical and creative skills, be adaptable and able to pick up the reins on several ongoing projects.  He/she will have the energy and vision to support the company through an exciting stage in its development. 

Ideally, the postholder will start work in September 2011.

RESPONSIBLE TO:

Executive Producer





However, as the Executive Producer is often working abroad 

(but contactable on a day to day basis), the General Manager/Assistant Producer will also report to the Artistic Director.

RESPONSIBLE FOR:

Part-time Book-keeper
SALARY:


£28,000 to £30,000 depending on experience

HOURS OF WORK:

37.5 hours per week during office hours.  Flexibility is required 




and there may be some evening and weekend work.   

No overtime is paid, but time in lieu may be taken. 

HOLIDAY:


25 days per annum plus bank holidays

PROBATION:


6 months 

NOTICE PERIOD:

3 months (1 month during the probation period)

GENERAL DUTIES:

1. Development and forward planning in all areas:

· Work with Artistic Director and Executive Producer on forward planning and strategy

· Work with Artistic Director and Executive Producer on developing new projects and productions, researching partners, venues, collaborators, funders etc. as appropriate, writing budgets and proposals.

· Represent the company at appropriate external meetings and networks 

2. Project management: 

In collaboration with Artistic Director and Executive Producer, as appropriate,  

co-ordinate and manage a variety of activities including:

· Book venues for all aspects of the company’s work

· Exploit the use of IOU’s Studio

· Negotiate and issue contracts 

· Schedule projects including all travel and accommodation details

· Manage budgets

· Liaise with venues and creative team

· Collate and complete evaluation reports

3. Financial management: 

· Oversee the book keeping and payroll carried out by the Book-keeper 

· Oversee prompt payment of NI and VAT 

· Manage cash flow projections

· Monitor and ensure all projects are within budget

· Prepare annual and project budgets with the Executive Producer

· Prepare and present quarterly management accounts for Board

· Prepare annual accounts and liaise with Auditors

· File annual returns and accounts to Companies House and Charities Commission

4. Routine office/company management and compliance: 

· Manage office post, email and phone enquiries

· Manage stationery stock

· Manage Book-keeper, freelance contractors and work experience placements

· Recruit new staff, both employees and freelance contractors, write contracts, job descriptions, negotiate fees etc

· Set up appraisals

· Arrange training where necessary

· Ensure company is compliant with law and good practice on issues of human resources, taxation, NI and contracts

· Attend public meetings, conferences and training sessions

· Prepare quarterly Board papers with the Executive Producer and service the Board

· Ensure models of sustainable practice are applied to administration procedures and systems

5. Marketing, press and publicity:

· Work with the Executive Producer and Artistic Director to agree marketing and publicity strategies and targets.

· Co-ordinate publicity activity, including creation and distribution of media releases

· Manage and develop publicity materials

· Develop and implement e-marketing activity

· Oversee print distribution

· Liaise with marketing departments at venues

6. To contribute to the delivery of the fundraising strategy:

· Assist with the Executive Producer in delivering the fundraising strategy and in preparing proposals 

· Research and source potential grant giving bodies and opportunities

· Co-write grant applications and proposals

· Maintain regular contact with the Relationship Manager at the Arts Council; submit quarterly management accounts; submit annual activity plans and budgets for approval; negotiate funding agreement; complete ACE annual submission and attend annual review meeting; implement any recommendations or address any concerns raised.

· Maintain good relationships with other funders and stakeholders as required.

7. Policy:

· Ensure the Company has in place up to date policies and procedures in line with requirements of the law and its funders and stakeholders, including Terms & Conditions of Employment, Health & Safety at Work, Child Protection, Equal Opportunities, Diversity & Race Equality and any others required by law.

8. General:

· Manage all matters pertaining to the company's premises, including negotiation of lease.

· Fulfill all legal requirements with regards to the company’s insurance policies.

· Comply with employee Health & Safety regulations

9.      Any other duties as required by the Executive Producer.

