
GENERAL MANAGER 
RECRUITMENT PACK



THEATRE ORCHARD

Theatre Orchard is a North Somerset based arts development 
charity that seeks to grow an ambitious and playful creative culture 
in North Somerset through professional performance, artist 
development and community engagement.  Our work is driven by a 
commitment to both inclusion and equality of access to the arts and 
a belief in the creative potential in each of us.

We create and present ambitious and diverse work with, for and by 
the people of North Somerset through a wide ranging, dynamic and 
inclusive programme of live and digital activity, from large scale 
outdoor festivals to performances in schools, pubs and other 
places where people naturally gather.

Our thriving engagement programme, including Open Door adult 
drama group, Youth Theatre and Chapter One creative writing 
group, reaches out to a wide range of communities to ensure that 
each and every one of us can be creative.  This programme has 
expanded through Covid-19 to keep people and places connected. 

Theatre Orchard became an Arts Council England National 
Portfolio Organisation in 2018.  Since then we’ve reached over 
25,000 audience members, supported over 350 artists, including 
six international companies, and worked with 3,500 people through 
creative engagement.  In 2019, our flagship outdoor arts festival 
Whirligig won Best Small Event at the National Outdoor Events 
Association Awards. 

Our programme is steered by a vibrant and committed Board of 
Trustees, bringing both local and national perspectives across a 
range of disciplines. 

In 2020 in partnership with Arts Council England and North 
Somerset Council, we launched Culture Weston, a programme that 
places people, community, creativity and culture at the heart of 
Weston’s daily life and placemaking ambitions. 
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Job Purpose

The General Manager will be responsible for the smooth running 
of Theatre Orchard/ Culture Weston’s operations. A crucial role 
within a small team, the General Manager will look after Theatre 
Orchard/ Culture Weston’s finance, HR and legal responsibilities. 
They will support Theatre Orchard/ Culture Weston’s senior 
management in business planning, income generation and 
managing stakeholder relationships. The General Manager will 
ensure that Theatre Orchard/ Culture Weston has the capacity, 
resources and administrative systems to achieve its ambitions.

Reports To 

Creative Director

Key Duties and Responsibilities 

Strategy, Projects and Programme 

• Work with the Director on overall strategy development for 
Theatre Orchard activity and organisational growth 

• Support the Director in the development of Theatre Orchard’s 
business planning.

Finance 

• Oversight and responsibility for organisational budgets and 
cash-flow 

• Maintain and report on an overview of performance against 
budget and cashflow and of resources and delivery 

• Support team in smooth running of project budgets, including 
budget management, cash-flow and financial record-keeping

• Ensure accounts are accurate and filed 
• Oversee book-keeper and Theatre Orchard’s accountants to 

produce and file annual accounts, quarterly accounts other 
financial reporting documents for Theatre Orchard’s Board and 
Finance Sub-Committee and funders

• Optimise and manage financial procedures where needed 
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Legal, Administrative and Governance 

• Report to and update information for Companies House and 
Charities Commission

• Board management, including administering meetings, circulation 
of papers and minute-taking 

• Set-up and maintain Theatre Orchard’s project work-flows, 
including project management software and other tools needed to 
make our operations run smoothly 

• Negotiate and renew Theatre Orchard’s annual Public and 
Employer’s Liability Insurance Update, maintain and ensure 
compliance with all Theatre Orchard’s policies and procedures 

• Create and update all Theatre Orchard’s contract templates 
according to industry standards

• Issue contracts on behalf of the company 
• Oversee the management of Theatre Orchard’s office/workshop 

space (including bills, landlord contact)
• Other administrative duties as required 

HR and Staffing

• Manage the recruitment of new staff members, placements and 
artists 

• Draft and issue contracts for Theatre Orchard staff, freelancers 
and project teams 

• Manage Theatre Orchard’s pension scheme Below: Page pf the Sea, 
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Stakeholder Management & Advocacy 

• Work with the Director on reporting to Arts Council England on Theatre 
Orchard’s National Portfolio Organisation agreement 

• Report to other funders and stakeholders as appropriate 
• Represent Theatre Orchard at events, forums locally and nationally as 

appropriate 
• Work with the Director to build and maintain new relationships with potential 

partners, stakeholders and funders

Fundraising 

• Provide support in writing and submitting a range of funding applications for 
Theatre Orchard core activity and projects 

• Research new funding opportunities update Theatre Orchard’s fundraising 
strategy

• Support the Director on other fundraising activity for Theatre Orchard as 
appropriate 

Evaluation

• Work with the team to monitor and evaluate Theatre Orchard’s projects and 
activity 

• Work with the Director on impact documentation, including Theatre Orchard’s 
annual report
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Person Specification

Essential
• At least three years’ experience within administration and finance
• Proven administrative, organisational and time-management skills
• Experience of preparing, monitoring and analysing budgets and cash flow forecasts
• Experience of business planning and setting strategic priorities
• Demonstrable knowledge of appropriate accounting software (Theatre Orchard uses 

Xero)
• The ability to communicate financial information clearly and accurately
• Experience of drawing up contracts
• Demonstrable knowledge and understanding of Microsoft Office, particularly Excel
• Excellent communication skills
• Ability to work on own initiative and to seek support when necessary
• A high level of self-motivation
• An ability to think creatively
• Confidence in suggesting new ideas and ways of working

Desirable
• A passion for and interest in arts and culture
• Experience of managing junior members of staff
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Terms and Conditions

Contract:  Fixed term, 12 month contract, 3 days a week (with a flexible working approach)

Salary:     £28,000 per annum pro rata

Pension:  NEST Pension, employer contributions 3% of salary 

Holiday:  25 days pro rata, plus statutory public holidays and your birthday 

Probation:  3 month probationary period

Start Date:  January 2022 (flexible depending on notice period)

Location:   Flexible working, to include 1 day a week at our space in Weston-super-Mare

Before you apply 

We believe our work will be stronger with greater diversity and welcome applications from 
those who bring difference to our team. We welcome and encourage applications from 
those currently underrepresented in our workforce and in the arts community; particularly 
people of colour, and disabled people (as defined by the Equality Act 2010). We are 
committed to managing a fair and equitable recruitment process.

If you have any access needs around applying for this role, or would like any further 
information, or just to have a chat about the role, please contact Fiona Matthews, 
fionamatthews@theatreorchard.org.uk

We will guarantee an interview to any disabled candidate who fulfils the minimum essential 
criteria for the role as described in the Person Specification.

How to apply

Please send your application to admin@theatreorchard.org.uk, and insert GENERAL 
MANAGER APPLICATION in the subject title. 

Please submit a CV (max 2 sides), and a covering letter (max 2 sides) explaining why you 
think you are the right person for the role, how you meet the person specification and why 
you would like to work with Theatre Orchard. Or you may submit a video of no more than 8 
minutes. 

Please also complete our Equal opportunities monitoring form, and submit this with your 
application. We are striving to understand more about who applies to work with us - as such 
we'll use the data from our applicant monitoring forms to help inform our recruitment 
strategy. All information will be anonymous, will not be shared with the shortlisting panel and 
will only ever be reported at aggregate level. 

Timeline

Friday 10 December Deadline for applications
Friday 17 December Candidates informed of outcome
Monday 10 January 2022 Interviews - in person, or remotely, depending 

on circumstances.


