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General Manager (Maternity Cover)

Job Description

Lewisham Youth Theatre (LYT) is an established youth arts charity that aims to increase the well-being and life-chances of young people who live or learn in Lewisham through participating in high-quality, transformative theatre projects.  Since 1987, LYT has provided free youth theatre projects and opportunities for young people aged 3-24.  Over the last year, LYT has worked with 199 young people in sustained youth theatre projects, and reached an additional 700 participants through outreach activities.  70% of our members face disadvantage or additional needs.  LYT’s programmes are open to all and membership is based on commitment rather than ability.    

The ideal candidate will have experience in organisational management, with a proven track record across a range of strategic administration areas, including fundraising, financial management, staff management and programme management.  You will have a passion for evidencing and communicating the difference participants experience through taking part; you will be a dynamic problem solver, experienced in setting and achieving goals, and leading a dedicated and highly skilled team.
Contract period:

End May 2016 to Beg January 2017.
Hours:


Full Time (40 hours per week)
Holiday:


20 days per annum plus bank holidays
Salary:
Up to £28,000 per annum, dependent on experience

Primary Work Location:
The Broadway Theatre 

                                            Catford Broadway

                                            Catford SE6 4RU  

Reporting to:

Artistic Director

Responsible for:

Programmes Administrator; Development Officer

Application Process:
Please send CV and covering letter of no more than two sides of A4.  The letter should demonstrate how your skills and experience match each Essential area of the person specification and, if applicable, the Desirable areas.  For each area, you should try to indicate 

· the situation or context and your task or role
· the action you took and the result or outcome

Application Deadline: Monday 4th April, 10am
JOB SPECIFICATION

Purpose of the Post
This senior management role works closely with Lewisham Youth Theatre’s Artistic Director to provide strategic programme, financial and staff management across the organisation.  The role is responsible for ensuring the organisation is meeting its targets across these areas as laid out in the organisational business plan, funding agreements and strategic briefs.  The General Manager will lead on fundraising initiatives, including writing, submitting and reporting on bids, and strategic initiatives including a longitudinal impact evaluation of programming 2011-2015.
Key Areas of Reponsibility

Strategic Projects:  Leading on the following strategic projects:

· Completing Longitudinal Impact Evaluation of programmes 2011-2015

· Developing organisation’s profile locally, across the capital and nationally

· Developing relationships with local and regional organisations, feeding in to LYT’s programme theme of ‘Exchange’
Financial Management:

· 
Manage the company’s annual budget, providing a solid foundation of asset and business management, including strong financial control.
·   Prepare monthly cashflow reports, maintaining up to date records of budget actuals for project and organisational budgets
· Oversee Administrator’s input into the bookkeeping system and ensure financial records are recorded and coded correctly
· Prepare Quarterly Management Accounts to oversee the company’s financial position
·   Manage the production of end of year statutory accounts (liaising with the Independent Examiner) and ensuring the submission of all statutory financial reporting.
· 
Work with LYT’s Administrator to maintain the company’s financial records.
· Communicate regularly with LYT’s Board-level Treasurer regarding financial health of organization
Fundraising

·   Develop on existing fundraising strategy to ensure organisation is meeting fundraising targets
· Prepare and submit funding bids to a range of relevant organisations (e.g. public, charitable and business funders).

·  Manage relationships with funders and partners, including local authority departments
·    Manage evaluation and reporting to funders and partners
· Represent LYT at conferences and public meetings. 
· Keep records and prepare reports and accounts as per funders’ and other stakeholders’ requirements.

Operations and Strategic Administration

· Oversee the core infrastructure of the organisation, ensuring the integrity of operation systems including budgetary controls, monitoring & evaluation, communications, funder reporting, and project delivery.
· Act as Company Secretary for the organisation and undertake the necessary duties associated with this role as set out by Companies House.

· Policy Development & implementation: Ensure policies are up to date, effective, legally compliant and implemented throughout organization

· Take day to day responsibility for the compliance of the organisation with relevant legislation, particularly Health & Safety for both public and performers/participants, Licensing, DDA.
· Undertake any other duty which may reasonably be allocated by the Artistic Director.

Board Organisation and Administrative Support:  

· Work with the Artistic Director and current Chair of LYT’s Council of Management (CofM) to set agendas for CofM meetings

· Attend all CofM meetings

· Communicate organisational business to the Board, including providing financial and business reports
· Ensure meeting minutes are accurate; circulate minutes and actions to the Board
· Undertake any other duty that may reasonably be allocated by the Council of Management.
HR and Staff Management:

· Appoint and contract temporary staff, performers, freelancers, creative teams and other contractors, as needed.
· Oversee volunteering procedures

· Manage the performance of direct reports

· Ensure effective communications across the organization, including between Board, management, staff, project staff and members. 

Programme Management 
· Ensure project goals meet organisational objectives, and that these objectives are communicated to all staff, freelancers and volunteers

· Oversee the production of press and marketing materials to ensure a cohesive marketing/PR strategy across the organsiation.

· Ensure integrity of monitoring & evaluation systems at every level of programmes
· Ensure all information gathered from participants is up to date and held in accordance with LYT’s data protection policy.
Reporting
· Liaise fortnightly with the Artistic Director on targets and achievements.

· Produce internal and external update reports as and when required. 

Additional Information

It is a requirement of LYT that all staff work in a flexible manner compatible with their jobs and in line with the company’s objectives and role. All job descriptions are subject to review and amendment, in consultation with the employee.
As the post will require regular interaction with young people in sessions and at the LYT office, the successful candidate will be required to undergo an enhanced Disclosure & Barring Service check.
PERSON SPECIFICATION

	CATEGORY
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	Qualification
	Professional Degree or long-term relevant experience 
	Qualification/Certificate in relevant fields, i.e. MBA, Accounting, HR, etc.

	Experience: Strategic Management
	Experience of organisational leadership across a range of task areas 
	Experience working in a youth arts setting

	Strategic Management
	Experience of managing strategic organisational projects
	

	Strategic Management
	Experience of developing and managing strategic partnerships, i.e. with local authority, social service organisations, etc.
	Experience of undertaking Marketing/PR initiatives

	Fundraising
	Proven fundraising track record, with successful major grants and donations
	

	Fundraising
	Experience managing funder relations, including reporting to major funders.
	Experience managing donor relations with individual and philanthropic donors.

	Finance
	Working with different financial packages to prepare and manage budgets, cashflow, management accounts and financial reports.
	

	Finance
	Experience of overseeing payroll, HMRC contributions, and production of annual accounts
	

	Staff Management
	Experience of line management and performance management
	

	Staff Management
	Hands-on experience managing a small, dedicated and highly skilled team
	Experience working collaboratively with Boards and Trustees

	Operations
	Experience of implementing monitoring and evaluation systems
	

	Operations
	Experience of working within and ensuring the integrity of existing office systems
	

	Skills, Knowledge & Competencies
Communication
	Ability to communicate effectively and sensitively at various levels (including Board, staff, and participants) and across a range of stakeholders (inc. participants, parents, partners, funders, etc.)
	

	Communication
	Effective time management; Able to prioritise and manage workload independently, and support others to do the same.
	

	Initiative
	High level of verbal and written communication skills
	

	Initiative
	Ability to set and meet targets to bring in projects on time and to budget.
	

	IT
	High level of knowledge and proficiency with office administration systems, inc. excel, word, powerpoint, publisher, website and database systems, etc.
	Able to prepare compelling visual marketing material 

	IT
	High level of knowledge of online communication/promotional tools, inc. email, facebook, twitter, surveymonkey, mailchimp, etc.
	Able to troubleshoot IT problems across a range of equipment & tools

	Personal Qualities
Problem-Solver
	Collaborative and personable approach to problem solving
	

	Diligent
	Methodical, high level of attention to detail and commitment to completing work to the highest standard
	

	Driven
	High degree of initiative and ability to learn from past mistakes
	

	Inclusive
	Understanding of and commitment to the principles of equal opportunities.
	Passion for inclusive & participatory youth arts, particularly theatre


APPLICATION PROCESS
Please send CV and covering letter of no more than two sides of A4 to info@lewishamyouththeatre.com.  
The letter should demonstrate how your skills and experience match each Essential area of the person specification and, if applicable, the Desirable areas.  For each area, you should try to indicate 

· the situation or context and your task or role
· the action you took and the result or outcome

Please also send the completed Equal Opportunities Monitoring form (below) with your application.

Application Deadline: 10am on Monday 4th April
Initial Interviews will be held on Thursday 14th April.  Please note that a second interview may be required on Monday 18th April.  

Please note that incomplete applications or applications sent after the closing date will not be considered.  Only shortlisted candidates will be contacted.

For any queries, please email, or call 020 8690 3428.
Lewisham Youth Theatre is a Registered Charity (no.297075) and equal opportunities employer.
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EQUAL OPPORTUNITIES STATEMENT

The Council of Management of Lewisham Youth Theatre is committed to the promotion of equality of opportunity.  This applies to its provision of services, working practices and its employment and training practices.

Lewisham Youth Theatre will try to ensure that in respect of the above, no one shall receive less favourable treatment than others because of her or his:

· Gender, including gender reassignment

· Marital or civil partnership status

· Having or not having dependents

· Pregnancy or maternity

· Religious belief (including lack of religion) or political opinion

· Race (including colour or ethnic origins)

· Nationality

· Disability (including mental illness)

· Sexual orientation

· Age

· Trade Union activity

· Educational background

· Part-time or full-time work status

· Permanent or fixed-term work status

We oppose all forms of unlawful and unfair discrimination, whether direct or indirect.  Direct discrimination happens when somebody is treated less favourably because they possess one of the protected characteristics listed above.  Indirect discrimination happens when a working condition or rule impacts on one group of people more than another.  It also includes discrimination by association with another who possesses one of the protected characteristics listed and perception discrimination against a person assumed to have one or more of the protected characteristics, even if this is not actually the case.  All job applicants, employees and others who work with us will be treated fairly and will not be discriminated against on any of the grounds listed above.  

Lewisham Youth Theatre works with young people between the ages of 3-21.  Any young person is welcome to join and members reflect the cultural and social diversity of Lewisham borough itself.

LYT is committed to raising awareness of issues related to equal opportunities in its work.  We aim to achieve this by striving to provide an environment in which all staff and members feel safe, respected and valued.  Consideration is given to each person as an individual with particular needs, skills and physical abilities.

The LYT Council of Management are responsible for overseeing the implementation of the Equal Opportunities Policy in all areas of our work including staff recruitment.
Lewisham Youth Theatre Equal Opportunities Monitoring Form

This information will be used to monitor implementation of Lewisham Youth Theatre’s Equal Opportunities Policies. We will separate this part of the form from your application form. It will not form part of the selection process. We would be grateful if you could complete the following questions: 

POST APPLIED FOR:___________________________
DATE:




ETHNIC GROUP

WHITE



ASIAN



EAST ASIAN
British



British



British
Irish



Indian



Chinese

Eastern European

Pakistani


Vietnamese

Greek Cypriot


Bangladeshi


Turkish Cypriot










MIXED




BLACK


White/Black Caribbean
British



White/Black African
African



White/Asian
Caribbean

Any other way of describing your ethnic identity:  
PLEASE CIRCLE YOUR EMPLOYMENT STATUS
Full-Time
Part-Time

Seeking Work

Self Employed

Student 

Carer

Homemaker

Retired


Government Training Scheme

Incapacity Benefit


Other:

PLEASE CIRCLE YOUR GENDER
Male

Female

Transgendered

PLEASE CIRCLE YOUR AGE GROUP
Under 15     15-20     21-25     26-30     31-40 41-50     51-60     60+

DISABILITY
Do you consider yourself to have a disability? 
YES/NO

If yes, please give details:

SEXUALITY (optional)
Heterosexual
Gay

Lesbian
Bisexual
Prefer Not To Say
RELIGION (optional)
Please indicate your religious affiliation (if any):
HOW DID YOU FIND OUT ABOUT THIS POST?

Thank you for completing this form.
