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Director

Southwark Arts Forum

Job Description & Person Specification

A)
Overall Purpose of Job:
To take a lead on all aspects of the company in relation to financial, Operation, Creative, Strategic and Developmental. Overall responsibility for the smooth and efficient running of the organisation, for the development of new partnerships and initiatives and for increasing the income of the company. 

To provide strong Leadership, Vision and Advocacy for the organisation and take overall responsibility for developing and increasing the external profile and strategic positioning of SAF.
This role is directly responsible for managing the following staff team:
1. Marketing and Communications Manager

2. Networks Manager

3. Operations and Projects Officer

4. Freelance Bookkeeper
5. Freelance IT specialist

The Director can also be responsible for additional freelance staff, service providers and volunteers. 
This role is accountable to the Board of Trustees. 

B)
Responsibilities and Key Duties:

1. Financial Management

· To be responsible for overseeing the company’s finances, ensuring the company operates sound effective financial management systems and works within its means
· To oversee the work of the day-to-day accounts, invoices and accounts (QuickBooks package) undertaken by the freelance bookkeeper.

· To liaise with the freelance bookkeeper and Auditor with the preparation of yearly audited accounts in conjunction with SAF Treasurer

· To prepare the required Trustee Report including the Chair’s report and financial reports
· To prepare yearly budgets to be approved by Board
· Ensure that all expenditure and cash flow is controlled and income monitored in line with the annual budget and to be responsible to the trustees for the overall financial health of the organisation.
· Responsible for ensuring comprehensive, transparent and accountable financial systems are in place
· Undertake all financial returns and budget updates as required by SAF’s funders as part of monitoring
2. Fundraising and Income Generation:
· To manage and coordinate SAF’s fundraising activity
· To write and submit funding applications to funding bodies and to other potential income sources. 

· To ensure the company’s compliance with any requirements of funding bodies or other income sources 

· Maximise the earned income of SAF through developing new income generating strategies
3. Marketing, PR and Branding

· To take the overall responsibility for increasing the profile of SAF

· Responsible for fostering good relations with local government, statutory and voluntary bodies, and other stakeholders and to be the chief public spokesperson for SAF
· Responsible for raising the profile of SAF’s work across sectors such as Business, Education, Regeneration, Wider VCS, CCI’s etc.
4. Development and Partnership Work

· Support existing partnerships and develop new partnerships as appropriate and attend appropriate strategic steering group meetings
· Work closely with SAF’s main funder, Southwark Council
5. Advocacy & Facilitation

· Key advocacy role across Southwark, including public speaking, chairing and facilitation of groups meetings
· To attend meetings/events on behalf of the company and to represent the company as appropriate

· To develop a local and regional network of contacts and community/business relationships that focus on embedding and expanding the work of SAF

6. Equal Opportunities

· To ensure that the company follows and implement its Equal Opportunities policies and adheres to the vision and values of the company

· Ensure SAF demonstrated its commitment to equality of opportunity and value of diversity at all levels of the company: volunteers, staff, board members as well as good practise across communications, recruitment practise and outreach.
7. Personnel & Recruitment

· Responsible for managing all recruitment processes on behalf of the Board of Trustees
· Responsible for all staff personnel matters – time off in lieu, sickness etc. Responsible for formal internal staff appraisal and audit – tracking workload and delivery/setting work targets & priorities for that period
· To be responsible for maintaining good systems of discipline and organising appropriate internal meetings.

8. Staff Management

· To provide leadership to staff team to ensure the provision of a consistently high level of performance and service.
· To ensure good communications across the team
· To deal as appropriate with any conflicts that may arise within a team and ensure all staff have an understanding of broad range of duties of other staff members
· Enable staff to attend training as appropriate subject to budget and time restrictions
9. Visioning and Leadership

· Provide the public face for SAF and undertake high level presentations and public speaking as needed
· Provide strong leadership for the organisation and consistent clear vision

10. Project /Programme Management

· Oversee all aspects in relation to initial proposals, budgets, milestones/schedule, outputs and outcomes, evaluation and monitoring, partnerships etc. 
11. Commissioning and Managing Contracts

· To commission pieces of work, write tender briefs and manage contracts and external consultants as appropriate.
12. Strategic Planning

· To ensure the development and implementation of comprehensive strategies and related action plans
· To implement agreed strategic decisions regarding the developments SAF in line with overall broad objectives set out in the Business Plan.

13. Managing a Membership Service
· Ensure that all staff, contractors, volunteers and representatives of SAF operate in a member focussed way and respect SAF is a membership driven organisation and ultimately responsible to this group
· Ensure that SAF is democratic, open and transparent in its dealings and consults openly as appropriate with its membership and stakeholders as appropriate and certainly with any major shift or policy change

· Ensure there are robust feedback mechanisms for members to influence programme directly and channels to feed through any criticisms or grievances aimed at SAF

14. Management within a Political Environment

· Ensure SAF is aware of the complex environment in which it operates and responds/considers its next steps with sensitivity, tact and diplomacy on all occasions.
15.  Legal & Compliance
· Report to the board of trustees all matters which are relevant to the discharge of directors’ responsibilities as charity trustees and company directors
· Manage all legal and statutory compliances on behalf of SAF. To ensure returns are made to the Charity Commissioners and Companies House and ensure compliance with all other statutory requirements
· With Board to ensure that SAF seeks out independent legal advice as needed to ensure robustness of organisation and protection of Trustees

· To ensure all Audit and AGM governance is implemented in line with Articles of Association and Memorandum

16. Creative Programming and Event Management

· To have an overview of SAF’s networking events and training opportunities 
· Undertake all associated creative planning for event concept, broker partners and venues for each event and oversee delivery. 
· Chair and facilitator networking events as appropriate
· Develop additional events or training as appropriate
17. Working with the SAF Board

· To attend and report to meetings of the Board of Trustees 

· To work with and support the Board of Trustees in its duties regarding legal and financial control, governance, strategic planning, employment, appraisal and the maintaining and reviewing of the organisations mission and values.
· To ensure that the Management Committee is effectively serviced, developed and provided with all the relevant briefing, review and management information to enable them to make informed and considered decisions 

· To lead on the recruitment of new Board members

18. Monitoring and Evaluation

· Preparation of main reports and presentations for a wide range of audiences including funders, partners and stakeholders
· Preparation of financial and budgetary returns as appropriate

· Oversee a clear documentation and evaluation procedure for all funded programmes – oversee work of Operations and Admin Officer who collates all statistics and summary reports for reporting and monitoring purposes.

19. Mentoring and ‘One to One’s/Surgeries

· Provide opportunity for SAF Members to have a one to one advice session with the director
D)    Person Specification:

Essential Specific Skills and Experience are listed below.

This list is used to select suitable applicants for interview and therefore your application should address as many of the criteria as possible.
1. A minimum of 5 years’ experience of working within arts/cultural/VCS with robust senior management experience

2. Professional Arts/Cultural Management based qualification or extensive experience

3. Ability to provide strong leadership - High energy, drive, determination and commitment

4. A commitment and understanding to the values promoted by SAF’s Business Plan and an enthusiasm for working within the Cultural Sector

5. Some knowledge and understanding of local and national Government policies and framework relating to the creative, cultural and education sectors

6. An understanding of some of the issues within the cultural sector

7. Proven ability to manage and support staff teams

8. Experience of strong budgeting and financial management.

9. Demonstrable ability to work to and deliver targets within a pressured environment

10. The ability to communicate and negotiate & advocate confidently with key stakeholders at a senior level

11. Experience of office management 

12. Experience of fundraising and devising income generating schemes

13. Experience of governance and legal responsibilities 

14. Experience of devising creative events programmes

15. Experience of business and strategic planning

16. Experience of working within and facilitating multi-partner strategic groups and networks; including good public speaking skills

17. Ability to exercise political awareness & command respect with stakeholders

18. An understanding of diversity issues and Equal Opportunities

19. Experience of working with and supporting a Board of Trustees
20. Experience or knowledge of serving a membership
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