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CONTACT
Contact is where young people change their lives through
the arts.
We are the leading UK theatre and arts venue to place
young people at the decision-making heart of everything.
At Contact, young people aged 13-30 work with staff to

Our Vision is a world where all young people are
empowered by creativity and the arts.
All staff are expected to work within our values.
Our Values are:•

We take a young people-centred approach
to decision making.

•

We
promote
inclusion,
access,
understanding between communities and
a commitment to anti-racism.

•

We foster artistic excellence, integrity and
creative risk-taking.

•

We nurture new artists, creative leaders
and audiences.

•

We care for our health, each other and our
community,

•

We care for our planet and environment,
working towards a carbon neutral future.

decide the artistic programme, are part of making staff
appointments and act as full Board members.
The result is an outstanding, diverse and accessible
artistic programme for everyone.
Contact is an exciting, rewarding and inspiring place to
work, with a diverse creative team and board of trustees.
Every day you will see the transformational impact that
the arts and creativity can have on young lives and
communities, and our commitment to young people and
diversity runs through everything we do.

STAFF STRUCTURE
Creative Producer (F/T)
Senior Programme
Producer (F/T)
RTYDS Resident
Assistant Director
Head of Creative
Development (Interim )

Health and Science Producer
(F/T)

Assistant
Producer (P/T)

Programme Coordinator (F/T)
Young People’s Producer (P/T)

(F/T)
The Agency Project
Manager (P/T)

Senior Projects Manager
and Music and Creative
Engagement Manager (F/T)

Marketing and Comms
Manager (F/T)
Head of Marketing,
Comms & Advocacy
(F/T)

Artistic Director/
Chief Executive

Executive PA (F/T)

Box Office and

The Agency Project Coordinator (F/T)

Projects Coordinator (F/T)

Digital Content Officer (F/T)

Sales and Comms Assistant 2 x (F/T)

Audience Insights
Manager (F/T)

Sales and Information Assistant (P/T) x
2

Development Manager (F/
T)

Development Officer (F/T)

Reporting and Projects Coordinator (P/T)

Visitor Experience
Manager (F/T)

Duty Manager (P/T) and Casual
2 x Assistant Visitor Experience Manager (F/T)

Head of Commercial &
Visitor Experience (F/T)

Commercial Services
Coordinator (F/T)

Casual Event Hosts

Technician (F/T) x 3
Head of Production
and Facilities (F/T)

Head of Finance (F/T)

Production Manager (F/T)

Causal Technicians

Facilities Manager (F/T)

Maintenance and Facilities Technician (P/T)

HR Manager (P/T)

Admin Assistant (F/T)

Finance Manager (F/T)

Finance Officer (F/T)

CONTACT: 2019-20
Contact works locally, nationally, and internationally
to provide life-changing opportunities for the next
generation of artists, creative leaders and audiences.
This work has continued throughout the Covid-19
Pandemic, delivering weekly workshops and projects
for young people across our programmes, delivering
public shows and festivals online, hosting artistic
residencies and community projects in our building,
and providing pastoral care for young people.
The following data relates to the last full year of
statistics prior to the pandemic, though operating
outside of our building during our capital
refurbishment.
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Live and touring audiences: 16,016
Participation: 5,070
In 2019-20, our Contact Presents programme
was:
41% LGBTQ+ led
50% Black, Asian or minority ethnic led
18% disability led
76% of commissioned artists were black, Asian
or minority ethnic
72% of our audience were under 35
46% were black, Asian or minority ethnic

NB Data categories reflect terminology gathered at the time, in
line with funder reporting. In future, Contact will not be using the
term BAME and is committed to empowering all identities.

257 young people received leadership training

INTRODUCTION
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A major £7 million refurbishment of Contact’s sustainable building is now complete.
In 2021 Contact reopened after a major expansion of its building, creating a vibrant, sustainably
designed creative hub for the 21st Century.
The new building is a cultural ecosystem under one roof, featuring 3 public performance stages, an
arts and health studio, rehearsal spaces, a media and recording studio, and hireable offices for
other creative businesses.
Public spaces have doubled in size, and a new cafe and bar supports a range of community and
commercial activity.

ROLE OVERVIEW
Amazing customer service is something integral to
this role and something you are extremely
passionate about. You love problem solving, have a
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Title: Sales and Information Assistant
Salary: £10 per hour

keen desire to learn and an ability to work under

Main location: Based at Contact but may be

pressure in a customer facing role.

required to work at other Manchester locations as
required

Responsible to: Box Office and Audience
Insights Manager
Responsible for: N/A
Works with: All Departments
Status and Hours: 3 month fixed term, 20 hours
per week
(Must be available to work evenings &
weekends)
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MAIN DUTIES
Sales
•

•

Be a key member of the sales team, making sales to

customer service, taking into account all forms

individual customers and groups over the phone, in

of communication and customer interaction.

person, via the internet and by post.
•

Maintain Contact’s professional standards of

•

external bodies.

Work to Contact’s high standards of financial
controls whilst handling cash and credit card

Provide box office sales reports for internal and

•

Accurately collect and record data.

•

Run basic analysis reports.

including cashing up, refunds and reporting.
•

Provide off-site Box-Office support at Contact events
and for third parties, where necessary

•

Where appropriate, increase sales and donations by
recommending Contact shows, events and telling the
Contact story.

•

Act in accordance with the guidelines of General
Data Protection Regulation (GDPR) (And Data
Protection Act 2018) in capturing personal details for
sales and marketing purposes.

•

Assist in the invoicing, call handling, bookings and
completion of payment for group sales.
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MAIN DUTIES
General
•

Undertake any other duties that may reasonably be required in connection with the
position.

•

Keep up to date with developments within the arts and youth culture.

•

Represent Contact at external events as required.

•

Establish and maintain good working relationships with all Contact’s partner
organisations.

•

Get involved with creative work being presented by Contact by attending workshops,
read-throughs, rehearsals and performances on a regular basis.

•

Follow Contact’s Health & Safety policy, undertaking duties as required and ensure
reasonable care is taken to maintain a healthy and safe place for public and staff.

•

Actively commit to Contact’s Equal Opportunities policy and Contact’s Safeguarding of
Young People policy.

•

Actively commit to Contact’s anti- racism working practices.

•

Advise and report regularly on activity as required by the wider Senior Management
Team, Board and sub-boards, supplying any data required to meet funder reporting
requirements.

•

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 decisionmaking through consultations, young people’s panels and other mechanisms relevant
to your job role.

•

Manage all personal data in line with the General Data Protection Regulations, using
the Spektrix database as directed.
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PERSON SPECIFICATION
ESSENTIAL CRITERIA:
•

Enthusiasm for working in a creative organisation

•

Dedication to customer service

•

Excellent interpersonal skills

•

Support Contact’s vision and values and the work we do

•

Ability to maintain clear and accurate record

•

Support and commitment to Contact’s Equal Opportunities, Safeguarding and Anti-Racism Practices

•

Support and commitment for working in an environment focused on young people (aged 13 – 30)

•

Ability to work under pressure with the flexibility to adapt quickly to changing workloads

•

Good organisational skills

APPLICATION INFORMATION

Photo: Benji Reid

Interviews are scheduled to be held on:

Contact

is

to

from

all

sectors

community.
Registered Charity No. 501953.

For any queries on how to book your interview
slot, please contact Wesley Thistlethwaite, Box
Office & Audience Insights Manager, at
wesleythistlethwaite@contactmcr.com

Contact core funders:

Equal

Opportunities and positively welcomes
applications

Thursday 1st September 2022

committed

Contact is a Disability Confident
Committed Employer.

of

the

