
Job Description
			
POST:		Project Producer, Rock Pool’s Programme

LOCATION:		Hartlepool

LINE MANAGER:	Senior Delivery Manager, Rock Pool’s Programme 



JOB PURPOSE:

We’re looking for an enthusiastic and highly organised Project Producer to play a key role in delivering Rock Pools, Hartlepool’s Creative People & Places Programme. 

Working closely with the Senior Delivery Manager, you will help bring ambitious, community-led projects to life, supporting local people, artists and partners to create meaningful and inclusive creative experiences across Hartlepool.

There will be 2 Project Producers recruited for, each overseeing specific strands of activity, providing day-to-day management of commissions and supporting community engagement, coordinating consortium meetings and the 2 advisory collectives.

This is an exciting opportunity for someone who is passionate about co-creation, high quality activity. You will be central to ensuring Rock Pools runs smoothly, reflects the voices of local communities and delivers real impact.

[bookmark: _Hlk218688414]The Creative People and Places programme focuses on parts of the country where involvement in creativity and culture is significantly below the national average. Over the last 10 years Creative People and Places has increased access to high-quality arts and culture in communities , opening up creativity to the widest possible audiences. For more information please click here.


MAIN DUTIES & RESPONSIBILITIES:

· Support the Senior Delivery Manager in the planning and coordinating of Rock Pool’s project activity.

·  Develop detailed project schedules, delivery plans and logisitics for community and artist led activity.

· Ensure projects are delivered on time, within agreed budgets and to a high standard.

· Work closely with local residents, community groups and partners to support project development.

· Facilitate workshops, meetings and engagement sessions that enable diverse community voices to shape cultural activity.

· Build positive, trusted relationships with people from a range of backgrounds.

· Assist with commissioning processes, briefing creatives and coordinating project teams.

· Ensure commissioned artists and partners have the resources, information and support they need to deliver the work

· Manage day to day project administration.

· Prepare project documentation such as briefs, contracts, schedules and risk assessments.

· Ensure compliance with organisational policies including safeguarding and health & safety.

· Support the Senior Delivery Manager and the Marketing & Evaluation Coordinator with the collection of project data, feedback and evidence in line with evaluation requirements.

· Produce clear, accurate project updates and reports for the Senior Delivery Manager and wider stakeholders.

· Support reflective learning processes with participants, partners and artists.

· Monitor project budgets in collaboration with the Senior Delivery Manager

· Help promote project activity to community groups, partners and local audiences

GENERAL DUTIES:

· All staff members are responsible for safeguarding children and adhering to the principles and guidelines outlined in the Keeping Children Safe in Education framework.

· Ensure other members of the team have information to cover effectively for you in your absence.

· To engage in professional development and networking to ensure that professional, and strategic contributions are up-to-date.

· Ensure that the Corporation’s Health & Safety Policy is adhered to at all times and take responsibility for general health and safety housekeeping within your work area.

· Participate actively in the performance management scheme, agreeing objectives, attending reviews and undertaking professional development as required.

· Ensure that the Corporation’s Equality and Diversity policy is adhered to at all times and tackle or report discrimination and harassment wherever it occurs.

· Ensure the safeguarding of learners at all times and report any potential issues without delay.

· All employees are expected to be fully committed to policies/processes on equality, diversity, safeguarding and the Prevent Agenda.

· Any other duties commensurate with the nature and level of the post, as directed by the Senior Delivery Manager, Rock Pools.


· This list is not exhaustive and is only an indication of responsibilities.


EQUALITY, EQUITY, DIVERSITY AND INCLUSION

The Northern School of Art[image: ]
	






[bookmark: _Hlk172193006]


At The Northern School of Art, we want all of our employees to feel included bringing their passion, creativity and individuality to work. We value all cultures, backgrounds and experiences, and we truly believe that diversity drives innovation. 
		Job Description
Person Specification

Project Producer, Rock Pools


	Specification, whether essential or desirable, and where the specification will be tested
	ESSENTIAL
	DESIRABLE
	Application Form/CV
	Interview
	References

	Qualifications
	
	
	
	
	

	A relevant qualification in arts, community development, project management or a related discipline ( or equivilant experience)
	Y
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Experience / Knowledge
	
	
	
	
	

	Experience coordinating or producing projects within the arts, cultural, community or voluntary sectors
	Y
	
	Y
	Y
	

	Experience working directly with community groups and people from diverse backgrounds
	Y
	
	Y
	Y
	

	Experience supporting project budgeting, financial tracking or procurement processess
	Y
	
	Y
	Y
	

	Experience preparing artist briefs, contracts, schedules or risk assessments.
	Y
	
	Y
	Y
	

	Knowledge of the Creative People and Places investment programmes: it’s aims , mission and values
	
	Y
	Y
	Y
	

	Experience of working on place-based cultural programmes
	Y
	
	Y
	Y
	

	Experience working with cross-sector partnerships ( education, local authority, voluntary sector, cultural organisations)
	
	Y
	Y
	Y
	

	Knowledge of local communities and cultural ecosystems in Hartlepool
	
	Y
	Y
	Y
	

	Expereience supporting marketing, communications or audience engagement activity
	
	Y
	Y
	Y
	

	
	
	
	
	
	

	Knowledge, skills and abilities
	
	
	
	
	

	Strong organisational skills, with the ability to manage multiple tasks, deadlines and project logisitics 
	Y
	
	Y
	Y
	

	Ability to build positive relationships with people from a diverse range of backgrounds including artists, stakeholders, project participants and community groups
	Y
	
	Y
	Y
	Y

	Excellent communication skills, both written and verbal
	Y
	
	Y
	Y
	Y

	Ability to collect and organise project data, feedback and documentation for monitoring and evaluation
	Y
	
	Y
	Y
	Y

	A proactive, flexible and collaborative approach to working
	Y
	
	Y
	Y
	Y

	Knowledge of safeguarding, equality, diversity and inclusion best practice.
	
	Y
	Y
	Y
	

	Access to transport for work purposes
	
	Y
	Y
	
	

	Able to use general Microsoft IT packages
	Y
	
	Y
	Y
	

	Self-motivated and creative
	Y
	
	Y
	Y
	

	Planning and organisational skills with the ability to meet tight deadlines
	Y
	
	Y
	Y
	

	Strong communication skills, both written and verbal
	Y
	
	
	
	

	Able to work effectively as a member of a team
	Y
	
	
	
	

	Able to deal effectively with people at all levels
	Y
	
	
	
	

	Flexible and reliable
	Y
	
	
	
	

	Committed to regular updating of skills and knowledge
	Y
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