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Job Specification 

	Position :
	Projects Manager

	Summary:
	Manage the delivery of our programme of art activity and support the every day running of The Stove venue.

	Reporting To:
	Orchestrator

	Hours of Work :
	28 hours per week to end March 2019, then 35 hours per week. Occasional evening and weekend work.

	Salary:
	£26,000 per annum pro rata. This is a 17 month fixed-term contract (dependent on a 3 month probationary period) with the opportunity for an additional 14 month, full-time position at a rate of £28,000.



Overview of Role
The Stove is a community-led organisation that uses creativity and creative practice as a regenerative process for Dumfries and as a means for local people to have their voices heard and play an active part in shaping a new future for their town. Our turnover and activity has doubled over the last two years so we are grateful to have been awarded a three year commitment from the Big Lottery to help us to invest in this new role to focus our Art Programme delivery.

[bookmark: _GoBack]The proposed Projects Manager will be a key role for us in providing a clear ‘first point of contact’ for those working with The Stove, one that will hold our wider programme together and support Project Leads with the challenges of delivery. This role will be part of the core Stove management team, working closely with the Orchestrator & Operations Manager.

Key Tasks & Responsibilities
As a small and ever-shifting organisation, this job description is not exhaustive and is liable to review, following discussion with the job holder, to work alongside other roles. As well as the tasks below, there would be any other reasonable work considered necessary by the employer.

Project Management of Artworks and Activity Programme
· Hold the overview of art/events activity and plan how to best schedule people and resources
· Assist Project Leads in project delivery:
· support financial record keeping for art projects and monitor art project budgets
· conduct event risk assessments
· liaise with the council, fire and police around event licensing and safety
· arrange venues and insurance
· assist with preparation of press releases, social media, event marketing
· co-ordinate event evaluation/audience statistics
· co-ordinate the timely delivery of funding reports from Project Leads
· Be a first point of contact for those enquiring on working with The Stove, partners, members and the public
· Co-ordinate volunteers and work experience opportunities - ensure that projects are designed to maximise opportunities for learning and skills development
· Ensure that artists are properly inducted and supported
· Support HR in contracts, recruitment and commissions 
· Liaise with the Curatorial Team members regularly
· Bring insights to the annual planning sessions

Manage 100 High Street as the ‘Stove Venue’
· Chair and document the weekly Projects meeting
· Line manage the Events Coordinator and Tech Support roles to ensure support is suitable for events
· Manage room bookings and venue calendar
· Maintain Audio/Visual equipment inventory and schedule maintenance and repairs

Facilitate the Creative Café Team
· Chair and document the fortnightly Café meeting (Café Supervisor, Operations Manager, Lead Artist)
· Maintain the café information area for the public to engage with our work
· Work with the Creative Lead to ensure that the Café “look and feel” reflects our activity

Management, Team Working and Reporting
· The Projects Manager would be line managed by the Orchestrator. Initial support and supervision sessions will be monthly for first three months moving to quarterly.
· For the first six months, this role will be mentored one day a week by a member of the Curatorial Team – they will be on hand to help answer questions and ensure an effective handover of the programme.
· The Operations Manager will provide a full induction on existing project management tools and will be on hand to provide guidance on project and financial management, funder reporting, evaluation, HR and legal.
· You will be asked to attend occasional Curatorial Team meetings to help connect development of projects across programming
· You will chair our weekly Project meetings which everyone attends – this keeps the Café, Operations, Marketing, Blueprint100, and Curatorial teams aware of what everyone else doing and is an opportunity to plan more effectively.
· You will chair our fortnightly Café meetings to ensure that café staff are involved in making decisions about their environment, in keeping with all of our other activity.
· As Project Leads tend to be part-time, you would become the point of authority for immediate decisions (smaller budget decisions, project enquiries, working support for staff)
· There are dedicated part-time Marketing, Social Media, Systems staff who will support you in event marketing, communications and IT systems.
· Dedicated general administrative support is not allocated to this role. The Projects Manager is expected to undertake most of their own admin with some support from other team members by negotiation.

Requirements
This post may include regulated work with children and/or protected adults under Protection of Vulnerable Groups (Scotland) Act 2007. The preferred candidate will be required to join the PVG Scheme and undergo a PVG Scheme update check.

Essential
· Experience in project management
· Experience of working within an arts organisation
· Community focused
· Experience of supporting and/or supervising other people
· Excellent administrative and organisational skills
· Excellent IT skills, particularly spreadsheets
· An understanding of the benefits of shared management tools such as Trello, Google calendar, Lucidchart, gantt software
· Budget handling experience
· Reporting to funders
· Ability to prioritise your workload and work on your own initiative
· Ability to work some evening/weekend hours
· Ability to occasionally travel away from Dumfries
· Ability to relate to and work well with a wide cross section of society

Desirable
· Proven knowledge of the national creative and cultural sectors in Scotland 
· Interest in socially engaged arts
· Clean driving licence
· Environmentally-aware/green ethos
· [image: Macintosh HD:Users:ailsa:Desktop:blue-small.jpg]Experience of recruiting and managing volunteers
· Good network of contacts in relevant sectors
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