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Dance City Job Description
BA and MA Programme Leader

Reports to: 
Artistic Director and CEO
Responsible for:
Staff as assigned/ appointed within the Training Academy department
Key Purpose 
Leading and Developing the Dance City BA (Hons) Professional Dance and MA Advanced Dance Performance 
Key relationships (external):
University of Sunderland (accreditation partner), guest choreographers and dance artists, student recruitment venues/organisations 
Hours:
40 hours per week (full time)


At certain times of the operation this role requires evening and weekend working. 

Salary:
£37,000-£41,000 Full Time (permanent)

Overtime:
Overtime payments are not made, however time off in lieu can be provided.

Probationary Period:
6 months

Notice period:
12 weeks


Tasks

· Strategic and organisational leadership of the Dance City BA (Hons) Professional Dance and MA Advanced Dance Performance
· Working closely with the Artistic Director and CEO, to set, manage and monitor all BA and MA annual budgets – allocating resources and ensuring the highest standards of accountability
· Maintaining and developing relationships with key stakeholders (University of Sunderland, Department for Education etc)
· Devising, facilitating and monitoring recruitment strategies for the BA and MA
· Line management and setting up reporting structure of employed and freelance staff working with the BA and MA
· Representing the BA and MA at local, national and international events and in promotional activity, as required
· Working with senior education staff to ensure consistency and coherence across the BA and MA programmes
· Leading all audition processes across the BA and MA programmes
· Ensuring quality outputs and high academic standards across all programmes
· Overseeing and chairing meetings in relation to teaching, learning and assessment in Higher Education (SSLC, MSB, PSB, HEMC etc)
· Designing and leading on evaluative measures to monitor education outputs
· Exploring and analysing opportunities for expansion and further development in the area of formal education
· Ensure the Business Plan and ambitions are understood across the staff team and stakeholders and that those ambitions are delivered. 

· Preparing reports and following lines of accountability as advised by the Education Sub-Group, a committee of the Dance City board of trustees
· Preparing reports, collection of data and monitoring as required by Dance City board of trustees, Artistic Director and CEO, Arts Council England, University of Sunderland and other stakeholders.
· To participate in cross-departmental activity as required by Dance City
· To occasionally execute other tasks as required by Dance City as part of the role
· To participate strategically and advocate for best practice in diversity for the BA and MA
PERSON SPECIFICATION

· Five years’ experience of working in dance education or similar

· Experience of programme budget responsibility

· Demonstrable experience of planning programmes of activities 

· Understanding key pedagogical practice in contemporary dance

· High knowledge and experience of delivering excellence in compliance in Higher Education

· High knowledge and experience of delivering excellence in compliance of the Charitable Sector

· Demonstrable experience of preparing reports to comply with University standards

· Proven ability to develop new partnerships driving financial value to the organisation

· Strong ability to manage interactions with a wide variety of stakeholders

· Knowledge and understanding of the work of an arts organisation

· Knowledge of current legislation and codes of practice relating to young people and education

· Ability to lead/manage a team and motivate other team members

· Qualified to MA level or above in Dance or similar

· Qualified First Aider or willingness to be trained

· High level of computer literacy in working with computer software systems including Microsoft Office (Word, Excel, PowerPoint), Outlook, and Access

· Ability to prioritise workload/good time management 

· Ability to work under pressure

· High level of attention to detail

· Willingness to work evenings and weekends and shifts of unsociable hours

· Ability to adapt to frequent changes

· Strong oral and written communications skills

· Self  motivation
· Sensitivity and commitment to customer care

· Positive attitude

· Presentable appearance

· Flexibility

· Efficiency

· Trustworthiness

· Genuine interest in working in an arts environment

· Genuine interest in developing excellence for young people in dance

· Ability to use common sense and see the ‘wider picture’

Competencies 
	Competence Requirements
	Level
	Description

	LISTENING AND LEADING
	5
	Is required to communicate effectively when handling difficult contacts internally and externally across Dance City. Needs to continually influence the thinking of others and approach negotiations with the objective of achieving a win-win outcome.

	INNOVATION AND EMBRACING CHANGES
	5
	Is required to develop new working processes within own area of responsibility, in response to internal and external influences and the changing needs of Dance City.

Should promote leading ideas with energy and enthusiasm.

Is required to demonstrate a considerable degree of innovative thinking in planning new methods of working.

	THINKING AHEAD AND PLANNING 
	4
	Is required to accurately identify the resources required to cater for short term and long term activity within own area of responsibility, building in appropriate contingencies where necessary. 

Needs to effectively co-ordinate activities to meet deadlines, managing own time and resources in line with the Dance City’s key goals to ensure the achievement of objectives.  


	LEADING THE WAY IN THE DANCE SECTOR


	5
	Is required to have a strong understanding of the marketplace within which Dance City operates. Needs to be fully aware of the internal/external factors, which influence all areas of the operations and respond to the various opportunities and threats. Is required to use knowledge to effectively translate Dance City’s goals into operational activity. 
 

	INFORMED, INFORMATIVE AND INFORMING


	4
	Is required to effectively manage a team of staff up to enable the successful achievement of Dance City’s goals.

Needs to provide staff with the information to empower them, and ensure they have all required information to understand their responsibilities in relation to themselves and their teams providing support where necessary and ensuring compliance with relevant policy and procedure. 

Is required to select and match people to jobs according to their ability. Needs to continually measure the performance of staff, setting standards that they can aspire to. 

	EMPLOYEE QUALITY, SHARING BEST PRACTICE AND PROMOTING SUCCESS


	4
	Is required to effectively lead, motivate, coach and develop staff to enable the successful completion of day to day tasks in line with Dance City’s key goals.

Is required to respond positively to an individual’s contribution, providing timely feedback, sharing best practice and coaching on a regular basis. Needs to recognise the need for continuous learning, self-development and promotion of success. Is required to spot potential development needs and create opportunity for learning. 

Needs to continually measure the performance of staff and regularly review progress on development in line with the company’s career pathway. Is required to ensure that development plans and activities contribute to business needs.


	RIGOROROUS, RESPONSIVENESS AND FLEXIBILITY 
	5
	Is required to identify and respond to complex risks where errors or events would pose a risk to the achievement of the operational objectives of Dance City

Is required to identify and manage tasks, where errors or events could pose a significant risk to reputation or client relationships or may result in longer term financial or reputational damage. 

	EXPERIENCE
	3
	Is required to have significant previous experience relevant to the job 

	SPECIALIST KNOWLEDGE
	5
	Is required to have a highly advanced level of specialist technical knowledge relevant to the job.

	QUALIFICATIONS
	4
	Formal job based qualifications are required to carry out this role


Additional Requirements

· Enhanced DBS Clearance
· MA

Additional Information

We actively encourage applications from people who self-identify as black, Asian, ethnically diverse , lesbian, gay, bisexual, transgender, queer, neurodiverse or disabled. 
We would also consider applications for a job-share.
