

	Competency Based Job Profile Band 5-8 (Aug 2021)



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: ENVIRONMENT
	SERVICE GROUP: BRADFORD THEATRES

	POST TITLE: Venue Programmer 
	REPORTS TO: Programme Manager 

	GRADE: Band 7 (£28,142 - £31,022)
	SAP POSITION NUMBER : 11005443


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: Max 3 sentences

	To plan, administrate and co-ordinate Bradford Theatres programme of events, working 
with to the Programme Manager and Deputy General Manager. 

To build strong relationships with producers and agencies, actively promoting 
Bradford Theatres venues as a first choice for potential visiting managers. 

To liaise with visiting managements, artistes and hirers on booking arrangements, 
contracts and pricing and to ensure dissemination of information to all relevant 
personnel within Bradford Theatres for the effective delivery of the programme.


	Main Responsibilities of Post: Max 15 Bullet points

	1. Actively seek product for the effective programming of St George’s Hall and other venues as required, building strong relationships with the major production companies and responding quickly / effectively to programming product offered to Bradford Theatres.

2. To negotiate contracts with producers in accordance with the Council policies and procedures, ensuring that the best interests of Bradford Council are met, highlighting any issues with the Programme Manager and / or Council Legal Department.

3. To work within budgets, targets and financial procedures according to Council policies and procedures.

4. To maintain an overview of the programme and event records in the centralised booking system (Artifax Event), ensuring balance and avoiding clashes. 

5. To assist in the planning, organisation and administration of access / educational activities and other added value activities alongside the main programme, liaising with providers of these services and disseminating information to patrons, box office, house management, marketing and technical departments as appropriate.

6. To ensure that the following administrative duties are met: 

· The maintenance of the central programme bookings diary (Artifax Event)  

· The issue of bookings / hiring forms and information.

· The production and distribution of show information sheets, seating plans and show budgets. 

· The issue, record and timely return of show contracts.

· The collation, dissemination and redistribution of programming information.

· The logging of contract riders and other details of contractual and non-contractual requirements, ensuring their attention by the relevant personnel

· The maintenance of all information relating to each production, including contracts, riders, recharging and contra payments etc, in a digital show file.

· The handling of requests for cash advances through the appropriate channels.

7. To occasionally represent Bradford Theatres at relevant committees, meetings and conferences.

8. To make effective use of IT, Internet and websites where appropriate as well as traditional resources to assimilate information for the programming of the venues.  

9. To collate information on the success of productions including ticket / deal imcome, attendance numbers, audience reaction and quality of production values, for evaluation by the Programme Manager.

10. To liaise closely with the marketing department on programming issues such as launch and on sale dates, pricing and discounting.

11. To maintain an overview of technical, staffing and physical resources and the implications of the programme on other departments.  

12. To assist the Programme Manager and Deputy General Manager with other projects and administrative duties as required.

13. To apply the Council’s Equal Rights Policies.



	Structure:

GENERAL MANAGER

DEPUTY GENERAL MANAGER


PROGRAMME MANAGER


VENUE PROGRAMMER




	Special Knowledge Requirement. Will be used for shortlisting. Max 10 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Government’s Fluency in English for posts where employees speak directly to members of the public the postholder is required to meet the Advanced threshold level which will be applied where the postholder requires a greater level of sensitive interaction with the public. 

You must be able to demonstrate that you can express yourself fluently and spontaneously (this will also be tested during the interview).
	x

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of

work
	x

	Uses a range of complex IT packages relating to area of work
	x

	Ability to adopt a process of continual improvement and suggest ways of

working more efficient and effectively to improve service delivery.
	

	Knows and understands how to use, interpret, handle and communicate

information
	x

	Please add up to five additional knowledge requirements specific to the post.
	

	Demonstrate event planning and management skills
	x

	Demonstrate the ability to apply knowledge of the legal and policy aspects of procurement and contracting

	x

	Demonstrate the ability to apply knowledge of commercial negotiation through utilisation of a range of approaches that are appropriate to meet the business objectives

	x

	Able to multi-task, managing a heavy workload and juggle priorities to achieve results.


	x

	Uses a wide range of basic computer applications, for example, Word Excel and Power Point
	x

	Relevant experience requirement: Will be used for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet the Advanced threshold level outlined under Special Knowledge above.  

	Experience of programming, arts management or arts administration, preferably in a large scale 
company, theatre or arts venue. 

	Experience of negotiating with agents and promoters or clear evidence of transferrable 

negotiation skills from another field. 

	

	Relevant professional qualifications requirement: Will be used for shortlisting


	3 A levels / Higher National Diploma / NVQ level 3 or equivalent in a relevant subject (Maths & English, performing arts, event management, finance or business studies)

	

	

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.

	

	Compiled by: 

Date: 
	Grade Assessment Date:


	Post Grade:
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