[image: image1.jpg][ O-1J




General Manager 

Person Specification

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	IDENTIFIED BY:

	EXPERIENCE
	· Minimum of 2 years’ experience at a similar level, or 3 / 4 years at a supportive level within an arts or other third sector organisation 
· Significant experience of partnership and collaborative working evidenced by example
· Experience of sound financial management, including preparation of budgets, cashflow and quarterly management accounts
	· Experience of computer accounting (preferably SAGE or similar accounts)
· Experience of tour booking and contractual negotiation with venues and creative teams 
· Experience of staff management
· Minimum of 2 years’ involvement in successful fundraising
	Application,
Interview,
References

	PRACTICAL AND INTELLECTUAL SKILLS (INCLUDING ANY SPECIAL KNOWLEDGE)
	· Must be able to demonstrate intellectual capacity to fulfill the requirements of the post.
· Excellent communication skills, including written and oral presentation skills and the ability to act as an ambassador for IOU

· Strong project planning, control and organisational skills

· Computer Literate/ICT skills
· Ability to negotiate with and influence partners

	· Knowledge of UK arts scene
· Knowledge of ITC/Equity contracts

· Knowledge of Employment Law; Diversity, Equality and  Child Protection policies
· Knowledge of Human Resource issues and recruitment 
	Application,
Interview,
References

	TRAINING
	· Willingness to undertake any appropriate training
· Willingness to support others in any appropriate training
	· Commitment to continued professional development for self
	Application,
Interview,
References

	DISPOSITION/ATTITUDE
	· Commitment to, and passion for, the arts

· Commitment to and an understanding of equality and diversity issues  
· Self motivated

· Flexible and open to new ways of working 
· Willingness to work outside office hours

· In principle interest in long term relationship with the company 

· ability to focus on detail and complete tasks 
· ability to work unsupervised
· ability to work on a variety of projects simultaneously
	
	Application,
Interview,
References

	CIRCUMSTANCES
	· Good attendance record
	· Driving Licence
	Application,
References,
Driving Licence


