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Contact is a leading national contemporary arts
organisation based in Manchester, with young
people at the heart of everything we do. We work
locally, nationally and internationally to provide
life-changing opportunities for the next
generation of creative leaders, artists and
audiences, redefining theatre in the process. We
produce and present a professional programme
of outstanding performances, events and
festivals in our building, surprising places and
virtual spaces, for a young and diverse audience.
Our vision is a world where young people are
empowered by creativity to become leaders in
both the arts and their communities.

Staff will be expected to work within our core
values:


A young people centred approach to
decision making.



Artistic excellence, integrity and creative
risk taking.



Respect for diversity of cultures, creativity,
and understanding within and between
communities.



Development of new artists, audiences and
practitioners reaching under served and
excluded young people who may not have
connected to theatre or the arts.
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Contact works locally, nationally, and
internationally to provide life-changing
opportunities for the next generation of artists,
creative leaders and audiences.
We redefine theatre for the 21st Century, working
with young people and world-class artists to
produce and present a diverse programme for
everyone: in our building, surprising places and
virtual spaces.

Live and touring audiences: 39,451
Exhibition audiences: 12,351
Digital audiences: 913
Participation: 6,345
TV broadcasts: 550,000
Digital broadcasts: 37,000
In 2018-19, over 8,000 people saw a Contact
production, co-production or commission on
tour.
We live streamed 3 events which were seen by
over 900 people.
70% of our audience is under 35.
35% are from BAME backgrounds.
31% of audiences are from audience segments
traditionally characterised as low engagement.
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A major £6.5m refurbishment of Contact’s
building is currently in progress. This next stage
in the building’s evolution will see Contact open
in 2020 with new and improved performance
space; a purpose-built recording studio for
young people’s music projects; an arts and
health development space; new offices for
artists and cultural organisations to hire and
work alongside Contact staff; a new café/bar and
many other exciting new features.

This vital project will


Increase the number and range of creative
opportunities for young people



Strengthen our financial sustainability



Improve access throughout the building



Improve our environmental performance

Enabling us to


Secure a sustainable, long-term future for
our work locally, nationally and
internationally



Nurture talent, creativity and leadership
among the young people of Greater
Manchester



Take new, distinctive cultural work—
created in Manchester—to the world stage



Help more young people at risk of
exclusion to connect, create and thrive
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The Head of Production, a member of the
Senior Management Team, will lead, manage
and develop the technical Production
department, with overall responsibility for
ensuring the highest technical standards of
presentation for all events, ensuring the
highest level of health & safety at all times.
The post holder will be responsible for longterm strategic planning of all aspects of
Production, feeding into business plans and
budgets, and reporting on performance.
Contact’s Capital Redevelopment Project is
due to finish in Autumn 2019, and on
building handover, the Head of Production
will work closely with the Facilities Manager
and Production Manager on the move back
to Contact and any Contact-led works
required to successfully launch the building
in 2020.

Title: Head of Production
Salary: £30-35,000 per annum
Main location: Based at The Millennium
Powerhouse until December 2019 and
thereafter based at Contact
Responsible to : Artistic Director and Chief
Executive
Responsible for: Production Manager and
Production Team
Works with: All Departments
Hours: 40 hours per week, some weekend
and evening working will be required
Status: Full time, Permanent
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Strategic


To act as a member of Contact’s Senior
Management Team, working strategically on the
development of the organisation as a whole, feeding
into business plans and organisational budgets.



Provide monthly monitoring of Production
department’s performance against business plan
and budget, taking corrective action where
necessary.



Develop a long term capital expenditure plan for
Contact’s technical infrastructure and equipment,
including life cycle planning for replacement and
renewal.



Manage, control and report on all budgets in your
department, delegating budgetary authority where
appropriate.







Ensure that the objectives, targets and standards of
performance for the Production department is
communicated to and understood by all staff and
freelancers.
Act as Health and Safety Lead within the Senior
Management Team, ensuring adherence to all
safety, statutory and regulatory requirements
underpinning Contact’s operations (including but
not limited to Health & Safety at Work and
European Working Time Directive), on and off site,
including the development of operational policies,
procedures and training to ensure compliance and
best practice at all times, with targets for
continuous improvement.
Chair the Health & Safety Committee, reporting to
Board as appropriate.



Use Artifax to establish and run a booking system
for equipment and technical support, and create
and maintain a full inventory of equipment.

Staffing and Line Management


Provide inspirational and supportive leadership for
the department, including line management of the
Production Manager ensuring they remain
motivated and empowered to develop within their
role. Carry out regular 1:1s and annual appraisals
with the Production Manager.



Provide a clear and effective internal
communications strategy, to ensure that the
production team is fully briefed on company and
departmental business and feel included and able
to contribute fully to company goals, as well as
ensuring excellent communication between the
Production team and the rest of the organisation.



Work with the Production Manager to schedule rotas
and plan work for the department, ensuring
appropriate staffing levels for Contact events at all
times.



Develop and lead on a strategy for recruitment,
training and progression for the Production
department, including a strategy for use of freelance
contractors.



Work closely with the Head of Finance & Operations
to develop apprenticeships and/or junior-level
positions within the department.

Production


Take overall responsibility for the safe, efficient and
high quality delivery of technical services for the
organisation.
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Agree and manage the overall annual production

budget—costing delivery across programming,
production/commissioning, participatory and
commercial hires activity, providing timely costings/ 
estimates and budget reports.



Take overall responsibility for the efficient safe and
high-quality realisation of in-house productions, on
or off site, to time and to budget.



Support the Production Manager in working with
producers, designers and directors to ensure that all
elements of productions commissioned by Contact
can be delivered within agreed timeframes and
budgets.











Be responsible for arranging and managing transfers
of Contact productions to/from co-producing venues
and touring contexts, informing the design and
tourability of in-house productions and CYC.

Oversee the system for creating risk assessments
and method statements for all productions and
events, both at Contact and off-site.



In liaison with the Facilities Manager, ensure
effective and timely routine and preventative
maintenance for technical infrastructure and
equipment, including ensuring the annual calendar
of statutory testing, inspection and certification.



Take responsibility for the management of effective
and safe operations of all equipment within
manufacturers and Contact’s operating policies and
procedures including staff training where
appropriate.

Other


Ensure the department liaises closely with visiting
artists/companies in planning and delivery, ensuring
full, effective and timely communication, and the
delivery of technical provision within contracted
terms.

Work closely with the Production Manager to develop
a system for visiting company recharges, liaising

with the finance department to ensure that
appropriate costs including PRS are charged back to
visiting companies.

Work closely with the Head of Commercial & Visitor
Experience on production requirements for
commercial events, hires and weddings, ensuring
that requirements are fully costed for the
Commercial Manager at quotation stage.

Take overall responsibility for a technical support
strategy for Creative Development projects and
participatory programmes, both in-house and offsite.

Oversee the planning, installation and
decommissioning of gallery/visual art exhibitions.

Oversee the procurement of goods and services,
including any equipment lease/long term hire
arrangements, on the most favourable terms
possible, in line with Contact’s procurement policy.
Attend weekly Production & Operations meetings
and other meetings as appropriate.
Provide mentoring and support to young people and
on occasions deliver training/workshops in areas
relevant to your job role.
In line with Contact’s governance model, pro-actively
engage young people in decision-making through
consultations, young people’s panels and other
mechanisms relevant to your job role.
Undertake any other duties that may be reasonably
required in connection with the position.
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ESSENTIAL CRITERIA:




Significant experience of working in a cultural venue, 
managing/overseeing technical/production
operations, including having previously operated at a
senior level involving direct production and staff

management

Full, clean driving licence
Enthusiasm for working in a creative organisation
Enthusiasm for and commitment to Equal
Opportunities practice



Strong leadership skills and significant experience of

Enthusiasm and commitment for working in an
managing teams with the ability to inspire and
environment focused on young people (aged 13 – 30)
develop staff, as well as promoting and encouraging
collaborative working across teams
DESIRABLE CRITERIA:



Proven experience of managing complex budgets,
including capital and operational expenditure



Knowledge and practical experience of Health &
Safety at Work legislation in a public entertainment
venue



Excellent communication skills, both written and
verbal



Excellent planning skills



A ‘can do’ attitude and a positive, flexible approach to
the job role, colleagues and peers



Flexible working pattern



Good working knowledge of union agreements for
production staff



Experience of driving a van



Practical experience and current qualification in First
Aid at Work



NEBOSH or IOSH qualification
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Deadline for submission of applications: 10am
on Friday 27th September 2019.

Please note that only a completed application
form will be accepted.

Interviews will be held on: Wednesday 9th
October 2019.
For information on how to apply visit:

Contact is committed to Equal Opportunities
and positively welcomes applications from all
sectors of the community.

www.contactmcr.com/about/jobs

Registered Charity No. 501953.

Email: vacancies@contactmcr.com
Call: Danny Olsson-Lane (HR and Administration
Assistant) on: 0161 274 0646.

Contact core funders:

