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Job Description

	Job Title:

	Culture and Events Manager

	Team/Service:
	Culture & Events

	Business Unit:
	Community and Customer Services

	Commissioning Area
	Joint Operations Team

	Responsible To: (day to day issues)
	Assistant Director of Customer Services and Community Safety

	Accountable To: (line manager) 
	Assistant Director of Customer Services and Community Safety

	Salary Grade: 
	


	1. Key Purpose of Job

1.1. To be accountable for the development and to directly manage functions including Sport development, Theatres, Arts, Events Management, the Music Hub, Torre Abbey, Archives and Museums.
1.2. To take the lead on the liaison with the Culture Board on behalf of the Assistant Director Community and Customer Services.
1.3. To act as the link manager at operational service level for the Ambassador Theatre Group, being responsible for SLA in connection with leased properties and grant aided organisations for Culture.
1.4. To lead the English Riviera Geopark partnership on behalf Torbay Council.
1.5. To act as the link manager for all culture, leisure related commissioned partners 


	2. Anticipated Outcomes of Post

2.1. An efficient, effective and professional service that, as a minimum, meets national and local performance targets and delivers high quality outcomes for Torbay.

2.2. The Business Unit is recognised for its Service Delivery through Corporate Assessments and other inspection processes.
2.3. The services the post is accountable for deliver against targets, reflect customer needs, and provide best value for money.
2.4. The business unit continues to develop and review delivery of the service areas to ensure they meet customer expectations and deliver best practice.


	3. List Key Duties and accountabilities of the post  
3.1. To identify and develop proposals that deliver improved efficiency and performance and to explore future partnership opportunities for key areas of the service, establishing project delivery programmes for implementation, and maximise income in relevant service areas as agreed with the Assistant Director of Customer Services and Community Safety.
3.2. To be accountable for the development and management of the day to day operations, staff, assets and budget resources for the allocated functions including Sports Development and facilities, Theatres, Arts, Events Management, the Music Hub, Torre Abbey, Archives and Museums.

3.3. To manage the relationship with key partners and grant aided bodies including Torquay and Brixham Museums, Ambassadors Theatre Group, Doorstep Arts, the Geopark, , and the Culture Board.
3.4. To draft and oversee delivery of organisational policy and respond to legislative changes by developing, implementing and reviewing new policies, procedures and practices.

3.5. Advising the Assistant Director, Executive Heads, Executive Director and Elected Members of major and strategic service specific issues that are likely to affect policy framework and performance of the council by writing reports, attending briefings and council meetings as required.
3.6. Be an active and effective member of the Customer Services and Community Safety team.
3.7. Ensure effective complaint management and an adequate response to any complaints in accordance with policy and published procedures.

3.8. Ensuring proper communications, effective integration and co-ordination of specialist disciplines, determining priorities, establishing correct levels of delegation and utilising resources efficiently.

3.9. Monitor the strategic performance and risk management of projects in order to maximise delivery.

3.10. Ensure effective project management using appropriate Prince 2 or other relevant methodologies.

3.11. Provide such support as may be required in response to Major Emergencies and business recovery.

3.12. Actively engage with other Senior Service Managers and team members within Community and Customer Services and other business units to ensure a seamless integration of service provision to both internal and external customers

3.13. Develop and maintain effective working relationships with other key organisations from within Torbay and the South West Region.

3.14. To be accountable to the Assistant Director Community and Customer Services for contributing to the business and budget planning requirements for the allocated functions.
3.15. Monitoring and regularly reporting on the key performance indicators and outcomes against the of services areas of responsibility in the Business Plan and developing strategies to address any issues.
3.16. To act as the lead officer in supporting the Cultural and Creative Partnerships for the Council.



	4. Give examples of the typical types of problems and decisions the post will be required to make

4.1. Developing plans and initiating reviews of service across posts areas of responsibility, managing change and proposing new ways of working.
4.2. Overcoming complex & contentious issues or problems related to the delivery of projects.

4.3. Identifying key risks to the delivery of services within the Business Unit and implementing the Business Plan.

4.4. Undertake investigations and make judgements on value for money of service areas, developing option appraisals for future delivery and leading transformation programmes to address on-going service improvement.

4.5. Decision making on all service areas under the direct control of the post, dealing with staff and resource issues as they arise.

4.6. Implement strategic policies that create and stimulate an environment that promotes sustainable economic regeneration having regard to the long term future of the Bay and its residents.


	5. Budgetary / Financial Responsibilities of the post
5.1. Responsible for financial management and revenue budgets for the allocated functions including Sport Development and facilities, Theatres, Arts, Events Management, the Music Hub, Torre Abbey, the Geopark, Archives and Museums.

5.2. Responsible for Capital budgets relating to projects and improvement programmes within the service areas.
5.3. Participate in the budget setting process of the business unit and identify efficiency savings and budget pressures.

5.4. 3 million


	6. Supervision / Line Management Responsibilities of the post ( Please show / provide organisation structure as an appendices, showing official reporting lines
6.1. Accountable to the Assistant Director of Customer Services and Community Safety for the management of all staff within the Culture and Environment group. 

6.2. To plan, co-ordinate and set priorities for the teams within the Culture and Events group and resolve conflicting priorities.
6.3. Undertake regular appraisal of staff performance (using RADAR and the Competency Framework), prepare service specific training plans and monitor Continuing Professional Development of staff having regard to Health and Safety at work, HR policies, business needs and budget. 


	7. Working Environment & Conditions of the post
7.1. Normal working environment and conditions.


	8. Physical Demands of the post
8.1. Normal office function requirements


	9. Specific Resources used by the post 

9.1. None


	10. Key Contacts and Relationships
10.1. External
Customers of the services
Statutory and other consultees such as the Environment Agency, English Heritage, Natural England, Torbay Coast and Countryside Trust, Arts Council, Department for Community and Local Government, 
Partners and grant aided organisations

Residents, visitors and community groups

Museums and arts organisations

Event organisers and campaigners

English Riviera Geopark

Officers of TOR2 and other partner organisations

10.2. Internal 

Officers within the Joint Operations Team
Officers of other groups within the Council 

Managers and officers of other Directorates (eg legal services, estates, finance, housing children’s services etc)

The Elected Mayor

Elected Members 

Torbay Development Agency




	11. Other Duties

To undertake additional duties as required, commensurate with the level of the job.




	Other Information

a) All staff must commit to Equal Opportunities and Anti-Discriminatory Practice.

b) The Council operates a Smoke-Free Policy and the post-holder is prohibited from smoking in any of the Council's buildings (including Council owned and Council leased buildings, but excluding designated areas in residential schemes), enclosed spaces within the curtilage of buildings, and Council vehicles. The Council does not permit smoking breaks within work time, however, in services where the flexi-scheme is in operation, employees may take reasonable break times outside of core hours, in accordance with flexi-time arrangements.  Employees should follow the flexi-scheme procedure for agreeing time away from their duties in the normal manner with their immediate colleagues and line manager, with break start and finish times being recorded, as with any other break-time arrangement.  
c) The post-holder is expected to familiarise themselves with and adhere to all relevant Council Policies and Procedures.

d) The post-holder must comply with the Council’s Health and Safety requirements as outlined in the H&S policy appropriate to the role.
e) This post is based at the Town Hall but the post holder may be required to move their base to any other location within the Council at a future date. 
f)
You will be asked to complete a Criminal Records Self Declaration Form. Criminal convictions will only be taken into account when they are relevant to the post. You will only     be asked to disclose ‘unspent’ convictions
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Person Specification
	Note for Candidate
All Candidates
The supporting statement on your application form will be used to assess ability to meet the essential requirements of the role, so you should explain how you meet each of the numbered essential requirements within your supporting statement. 
 
In a competitive situation, the desirable criteria may be taken into consideration, so you are encouraged to show how you also meet each of the desirable criteria.
Candidates who consider that they have a disability
Reasonable adjustments will be made to the job, job requirements or recruitment process for candidates with a disability.
If you consider yourself to have a disability you should indicate this on your application form, providing any information you would like us to take into account with regard to your disability in order to offer a fair selection interview.

Where ever possible and reasonable we will make adjustments and offer alternatives to help you through the application and selection process. 

If you have indicated that you have a disability on your application form you will be guaranteed an interview if you clearly demonstrate in your supporting evidence how you broadly meet the essential requirements of the role.  




Person Specification
	Job Title:
	Group Manager – Culture and Environment
	Business Unit:
	Resident’s and Visitor Services
	Team/

Service:
	Culture and Environment


	Essential Skills and Effectiveness:

	Desirable Skills and Effectiveness:

	1. The proven ability to manage and motivate individuals and teams.
2. The proven ability to manage budgets, risks and conflicting priorities.
3. Self motivated, productive, dynamic and innovative.
4. Personal integrity and political sensitivity.

5. Effective computer literacy skills (MS windows).
6. Ability to analyse complex data with efficient analytical and problem-solving skills.
7. Report writing and presentation.
8. Communication and negotiation, able to convey information accurately and clearly in a manner which is clearly understood.
9. Contributing successfully to effective team working.
10. Ability to control operational budgets and deliver efficiencies.
11. Confident and competent when under external and internal scrutiny.
12. Proven problem solving skills – the ability to identify causes and make objective and informed judgements.
13. The ability to follow through on decisions that demonstrate emotional resilience and balance.
14. Ability to plan, organise and use resources effectively and efficiently.

15. Excellent communication and presentation skills.
16. Self awareness and understanding of own strengths and areas for improvement.

17. Proven influencing and negotiating skills.
18. Flexible approach to working hours.
19. Willingness to maintain and improve standards and performance through implementation of good practice and personal development.
20. A high degree of customer awareness and commitment to customer focus.

	1. The proven ability to project manage
2. Significant theoretical knowledge and relevant practical experience in Culture and Events 



	Essential Knowledge:
	Desirable Knowledge:



	21. Specialist knowledge of legislation, statutory obligations, local government procedures and practices within Culture and Events.
22. Awareness of the commissioning cycle and its demands.
23. Ability to demonstrate awareness and understanding of HR practices and equal opportunities.
24. Understanding of effective management practices, particularly as they relate to planning to achieve agreed objectives and providing leadership.
25. Knowledge of procurement and financial regulations.

	3. Understanding of Business Process Re-Engineering practice.


	Essential Experience/Achievements:


	Desirable Experience/Achievements:

	26. Proven experience of management and problem solving at a senior level in a Culture and Events role.
27. Demonstrable experience of relevant policy development and implementation across a large organisation.
28. Experience of budget setting and management.
29. Successful management of services through a range of different methods.
30. Delivery of efficiencies through ongoing service development.
31. Demonstrable experience in developing partnerships with a range of organisations/businesses.
32. Proven ability to in-still trust of customers and the general public.
33. Involvement in developing and implementing strategic objectives


	4. Management of a local government function that includes decision making, policy development, report writing for council committees, budgeting and other financial responsibilities.

5. Experience of working in a Quality Management environment.

6. Have a proven track record of implementing innovative wide ranging solutions across diverse areas of work.
7. Successful delivery of complex projects.



	Essential Qualifications/Professional Memberships:


	Desirable Qualifications/Professional Memberships:



	34. To be qualified to degree level (or equivalent) in a related discipline.
35. Evidence of on-going development in management practice.

36. Evidence of continued professional development.


	8. A recognised management qualification (ILM, Inst Mgt, or equivalent).
9. A recognised qualification in project management - Prince 2 Foundation or equivalent.



	Essential – Other requirements of the job role  

· Ability to travel efficiently around the Bay/South West/UK in order to carry out duties.
· Ability to accommodate unsociable hours.
· Ability to accommodate occasional home-working.
· Ability, to participate in Emergency Response activities through the informal Council cascade.


Job Description –Service Manager Culture and Environment

Appendix 1 – Organisational Structure



Assistant Director of Customer Services and Community Safety





Service Manager Culture and Environment





Geopark 


Co-ordination





Support to ERGO Ltd for delivery of the Geaopark status





Museum Operations





Torre Abbey


Grants to other museums


Commissioned archive service


Collections management








Theatre Service





Palace Theatre


Commissioned services


Billposting


Temporary stage services


Acting Factory





RVS Special Projects, Event and Sport 





Sports Development


Civic Functions


Event programme delivery


Velopark operations


Music Hub


BID support








 Cultural Partnership and Audience Development 





Arts and culture representative


Grant applications


Support of activity at cultural venues





Service Grouping
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