Big Brum Theatre in Education - General Manager

Job Description

The General Manager is a new post within Big Brum’s organisation, and will be essential for ensuring the financial security of the Company, its compliance with legal and business requirements, and its smooth internal running. The Company is organised as an artistically-led collective, in which the leadership of the Company is mandated to the Artistic Director and the highest decision- making body of the collective is the Company meeting. The General Manager will work within this collective and artistically-led structure.
The post-holder will have responsibility for:
· Financial management: The General Manager will take overall responsibility for all aspects of financial management up to audit, including liaison with the Company’s auditor; and will oversee the work undertaken by the part-time Administration Assistant (which includes credit control and financial record-keeping). S/he will also draw up budgets; be responsible for forecasting and reporting (including to Management Committee and funders); and will develop the Company’s financial policies, in consultation with the Company, and implement and monitor these policies. 
· Fundraising and income generation: The General Manager will have responsibility for overseeing all fundraising and income generation, with specific responsibility for all aspects of the Company’s regular revenue grant funding from Arts Council England and Birmingham City Council (making grant applications, reporting to and meeting with the funders, complying with their funding requirements, and attending city and regional meetings organised by these funders). S/he will also be responsible for regular applications to ‘repeat’ funders, and for the reporting requirements associated with these grants. S/he will liaise with the part-time Fundraiser who will be developing project funding, finding new sources of core funding, and raising funds through sponsorship and donations. The General Manager will also work with the TIE Development Worker and Artistic Director to secure additional income through special projects and partnerships. S/he will also be responsible for ensuring that the Company’s business plan is kept up-to-date.
· Legal & employment matters: The General Manager will be responsible for all aspects of the Management Committee (including attending all its meetings; taking on the legal role of Company Secretary; liaison with the Chairperson and other members, and recruitment and induction of new members; preparation of agendas and committee papers; minute-taking; and ensuring that the Committee meets its legal requirements). S/he will also be responsible for legal and employment matters regarding personnel (including contracts and CRB checks); and for compliance with all legal requirements. S/he will maintain the Company’s liaison with the Independent Theatre Council, including attendance at ITC meetings where appropriate, and will take on the role of approved manager. S/he will also be responsible for ensuring that Company policies (child protection, health & safety, equal opportunities, etc) are kept up-to-date; and for all matters relating to the contract with Big Brum’s landlord.
· Internal organisation: The General Manager will be responsible, in consultation with the Company as a whole, for ensuring that Company meetings, and (in consultation with the Artistic Director) Policy & Planning meetings, take place regularly and are properly prepared for and recorded, and that their decisions are implemented. S/he will also be responsible for all administrative aspects of personnel (including recruitment, fellowships and freelancers, and the organisation of training and appraisals); premises, including site management and relations with the caretaker; and, with the Administration Assistant, for resources (including vehicles, touring equipment, office equipment and database, including ensuring compliance with data protection). 
Responsibilities as a Company member:
· Have a commitment to the artistic and educational development of the Company’s work.

· Attend TIE programmes, performances, Open Evenings and special events organised by the Company.
· Attend Company meetings.

· Contribute to the formation of Company policy, planning and strategy, and take part in evaluations of the Company’s work.

· Share responsibility for the day-to-day running of the Company, taking part in aspects of work beyond the Company Manager’s job description as necessary.
· Attend relevant training courses as agreed by the Company, and take part in the Company’s annual appraisal process.
· Contribute to looking after the Company’s premises and its relations with the staff of Pegasus school.
Person Specification
Essential

· Experience and skills in budget preparation, financial management, financial forecasting and reporting

· Understanding of financial recording systems, including working familiarity with Excel

· Understanding of accounts
· Experience of raising funds through grant applications

· Wide experience of report-writing

· Strong writing skills

· Computer-literate
· Experience of working in an arts or charitable organisation
· Well-organised

· Ability to work on own initiative

· Ability to prioritise

· Attention to detail

· Good communication skills

· Empathy with children and young people

· Commitment to collective working

· Interest in education and learning

· Interest in theatre
· Ability to drive

Desirable

· Experience of ITC (or similar) contracts

· Understanding of PAYE
· Knowledge and understanding of employment and other relevant policies

· Experience of contributing to external policy consultations

· Experience of database creation and manipulation

· Experience and skills in maintaining external relationships, representing organisations at meetings and events, and networking
· Knowledge of theatre 
· Knowledge of arts education
· Knowledge of education trends
· Knowledge of cultural policy

· Clean driving licence
The successful candidate will be given a formal offer of work which will be conditional on receiving both acceptable references and an Enhanced Criminal Record Check. This position is a full-time permanent post subject to the satisfactory completion of a six-month probationary period.
