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Large Scale intercultural Project & Company Manager
Terra Nova Productions is seeking a highly-organised experienced person to undertake Company Management and Project Manage a large-scale joint professional-and-community theatre project.  We expect close to 750 people to be involved in this, our first European funded PEACE project. This post is fixed term, flexible, for 212 days across 17 months, with peak work falling in Feb-May 2019.
If you are interested in the work once you have read the information below, please send your C.V. and a covering letter to info@terranovaproductions.net, by midnight on the 24th of January, 2018.  Your covering letter should detail relevant experience, your experience or interest in intercultural work, your experience or interest in the arts, any experience of large scale projects and just-in-time delivery, and your project management skills.  
Interviews will take place on the 1st and 2nd of February.
Who We Are

Based in East Belfast, at the Skainos Centre, Terra Nova Productions is a registered charity, and Northern Ireland's only professional intercultural theatre company. Our mission is to make excellent theatre at the place where different cultures meet, people explore, and the world is changed. We are currently celebrating our 10th anniversary.
We have worked across the globe, from Greenland to Iran, Egypt, Macau and more.  
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Job Description
 

Job Title:  

Project & Company Manager
Responsible to: 
The Artistic Director 
Job Purpose:
The Project& Company Manager will be responsible for the management of the large scale intercultural theatre project, and for Company Management duties arising during the period of the project.
Days:
A minimum of 212 days from Feb 2018 to June 2019. (A flexible working pattern is required as hours will be anti-social, depending on the needs of the project. April 2019 will be exceptionally busy, and days in the month will be very long.)  
Fee:
Total of £20352, billed as days worked out of 212, payable monthly in arears, on receipt of invoice.  
Job Responsibilities

The Company and Project Manager will have responsibility for the organisation and delivery of all aspects of administration of the large scale Intercultural Theatre project, working under the Artistic Director.  He or she will deliver the project in accordance with a budget and project plan developed as part of a tendering processes which secured funding for this project.  Whilst the large-scale Intercultural theatre project is live, it will form the bulk of Terra Nova’s work, but some other small projects will require minimal management by the Company and Project manager as part of the successful delivery of Company Management. The large-scale intercultural theatre project is a tender obtained under the European PEACE IV programme and the Company and Project Manager will be responsible for management, particularly financial management, as well as any compliance, reporting, monitoring and evaluation, and regular meetings with the Borough Council officers who have secured the PEACE IV funding, on behalf of the Artistic Director and Board, to whom he/she will be responsible.  The Project Manager will not be required to report directly to Brussels.
The Company and Project Manager will have a high degree of competency in the areas of financial management, HR, Governance, IT, data management, and a good working knowledge of marketing and communications. He/she will be supporting the Artistic Director to manage the 20-30 artists and professionals, the facilitators who manage the 150 community participants and the numerous volunteers.
Applicants may want to be aware of the fact that because of the potential for conflict of interest, the Company and Project Manager and their family will not be eligible for employment in creative roles with Terra Nova for the duration of the large scale Intercultural Theatre project.
Person Specification

Demonstrate the following knowledge and experience:
The right person for this contract will be disciplined, energetic and highly organised.  They will have excellent financial management, HR, Governance and IT skills, and will be an effective, precise and diplomatic communicator.  They will understand the challenging interface between creativity and compliance, and will work to protect the integrity of both, working as an outstanding and trustworthy right-hand person to the Artistic Director.
Essential

· Meaningful experience of project management
· Accountancy or financial management experience, including cash flow management, project budget management, management of invoices in and out, making payments.
· Meaningful staff management experience
· Experience of cash handling.
· Management experience of HR, including admin and record keeping around personnel contracts, safe-guarding, and data protection 
· Experience of reporting to funders or stakeholders

· Experience preparing end of project or end of year returns for funders, stakeholders or accountants

· Experience with data management 
· 2 years of administration in a professional capacity including extensive use of word, excel and other standard software packages
· Experience of marketing and social media  
· Experience of interacting and planning with PR and marketing professionals
· Experience of or the management of monitoring and evaluation

· Holds a current driving licence and has access to a car
Desirable

· Experience of project management on a medium or large-scale arts or community project, spanning several months

· Bookkeeping and experience of managing on-line banking for a small business
· Theatre or arts-based management experience in a subsidised theatre environment
· Management of arts-based free-lance staff

· Management of volunteers

· Up to date on GDPR legislation
· Theatre or arts-based marketing or audience development experience
· Experience of using relevant software such as: CRM software and communications software 

· Previous experience of a European funded project

Demonstrates the following skills:

· Financial management: including budget creation, budget management, cash flow projection, cash flow management, financial reporting.
· Effective at taking delegation 
· Excellent planning and organisational skills, including record keeping
· Excellent understanding in how to use IT in a financial, organisational and management capacity

· Able to speak effectively and assertively in meetings when called on

· Able to handle challenging artistic personalities, setting clear boundaries and using effective communication

· Able to handle community groups and volunteers, setting clear boundaries and using effective communication

· Able to manage a pressurised environment effectively and positively 
As an intercultural theatre company Terra Nova actively encourages applications from the widest possible spectrum of people.  We only stipulate that you must be legally eligible to work in the UK and be resident in Northern Ireland for the duration of your work on the project.
You will be working with Andrea Montgomery, Terra Nova’s founder and Artistic Director.  Andrea is a bilingual writer, director, performer and cartoonist, with more than 60 productions under her belt.  She has also worked as a consultant on the development of London’s Millennium Wheel, the Tate Modern, the Scottish National Science Centre, the Royal Albert Hall and more.








Address: 101 Park Ave. Belfast BT4 1JJ (028) 95438956

www.terranovaproductions.net; terranovaproductions@yahoo.co.uk

Co. registration number: NI063836 (a company Ltd by guarantee)

Charity Number Northern Ireland: XT21061
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