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Dance for the North East




Dance City Job Description
Creative Producer

Based at:
Dance City, Newcastle upon Tyne
Responsible to: 
Artistic Director/ joint CEO
Responsible for:
Staff as assigned/ appointed

Key relationships (internal):
Communications Manager, Classes and Hires Coordinator, Ticket Office Manager
Key relationships (external):
Arts Council England, Newcastle City Council, other regional authorities, other arts venues, dance practitioners, trusts and foundations
Purpose:
To work alongside the Artistic Director to instigate, develop and implement high quality dance opportunities for professional dance artists in the North East of England

To take the lead on producing a number of professional dance artists/ companies from the North East  

To lead on Dance City’s professional dance artists development programme


To support coherence in Dance City’s output across its community, education and professional programme delivery


To fundraise for programs as required
Hours:
40 hours per week

Salary:
£32,000 – £37,000 (dependent on experience)
Overtime:
Overtime payments are not made.  Time off in lieu is provided

Expenses:
Travel during the course of Dance City business will be reimbursed and mileage paid at the current Dance City rate.

Probationary period:
6 months

Notice period:
1 month

Key Responsibilities
Project Management/ Core role delivery
· To manage and deliver professional dance projects and oversee day to day administration of these projects.

· To work with Dance City’s current partners, and to build new partnerships, on a strategic level, developing tangible outcomes for the professional dance sector.
· To get programmers, producers, directors and others to see work by North East dance artists and work which Dance City is supporting.

· To lead on, instigate and develop Dance City’s professional artists support programme, including providing advice, assisting in writing funding applications, programming training and skills.
· To support the professional dance performance programme as required, including attending all Dance City performances, other performances in the region and beyond as required.
· Manage and sometimes deliver CPD activity for professional dance artists.  Ensuring that training is in line with current best practice and aligned to regional and national requirements.

· To support the Artistic Director/ joint CEO with research, programming, producing and commissioning of work.

· Take the lead as a Creative Producer on a number of North East dance companies work, mainly through our commissions programme.

· To programme the Dance City daily professional dance class – with a mixture of artists and styles suitable for dance artists development in the North East of England

· To programme professional dance platform/ showcase activity in the Dance City theatre and other venues as required.

· To produce, programme and manage the delivery of the Dance City residency programme, including Creative Summer, maximising opportunity, professional dance artist exposure and additionally audience engagement in this activity when required.

· Work closely with visiting dance artists and companies, e.g. programmed in the theatre, in residence or delivering education work, to extend the opportunities for dance artists in the North East to learn from their practice.

· To support international relations and development of international activity.

· To be a thought leader in contemporary dance discourse.

Development
· To advise professional dance artists/ companies in their fundraising activity.
· To champion and deliver ACE Creative Case for diversity in a Dance City context.
Management
· To effectively line manage staff as required/ instructed.

· Support other members of the Dance City team as required (e.g. Communications & education).

Fundraising/ Finance

· To investigate, instigate, support and actively participate in fundraising activities where appropriate.
· Manage programme budgets for activity as appropriate.
· Raise additional funds for Dance City’s commissioning activities

· Raise funds of a’ North East Dance Award’

· To raise funds for a Dance City ‘Producer’ role (circa £30k per annum)
· To fundraise for professional dance artist/ company activity led by Dance City as required.
Communications
· To maintain excellent and efficient communications of activity both internally and externally. 

· To provide appropriate marketing information to encourage greater take-up of activity and promote Dance City.
· Represent and advocate for Dance City at meetings and events as appropriate/ required.

· Ensure that Dance City’s Business Plan and ambitions are understood widely across the staff team and stakeholders and that those ambitions are delivered.

· Produce verbal and written reports for all activity as required.
· Very close and strong working relationship with the Communications team.

Administration
· To provide evidence of successes and reports for use at strategic Dance City meetings (i.e. Board and major stakeholders).
· Gather monitoring, evaluation and other documentation across Dance City’s projects as required.

· To carry out routine administrative duties and respond to day to day enquiries.

Legal
· To comply with all Dance City’s policies.

Person Specification
Essential

· Highly motivated with a desire to succeed
· Minimum of 3 years’ experience of working in the creative sector

· A proven self-starter, able to take the initiative and make decisions
· Proven strong project management experience

· Entrepreneurial flair and able to generate new ideas

· Proven extensive experience of working with artists

· Experience of producing performing arts work/dance

· Fundraising experience and significant success
· Proven ability to adapt to change

· Ability to lead and motivate other team members
· Ability to respect confidentiality

· Proven excellent organisational ability

· Strong oral and written communication skills

· Ability to prioritise workload/good time management
· A deep understanding of working in partnership 
· High level of attention to detail

· Punctuality
· Commitment to equal opportunities

· Enhanced DBS clearance

Desirable

· Previous dance sector experience
· Experience and knowledge of the education sector

· High level of computer literacy
· National and/or international dance/ arts sector knowledge
