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JOB DESCRIPTION – Programme & Creative Engagement Officer

	Job title
	Programme & Creative Engagement Officer

	Salary 
	£23,170 – £24,960 per annum, dependent on experience

	Hours
	35 hours per week (5 days), excluding one hour per day for lunch. Some flexible working required to include evenings and weekends events out of office hours. 

	Location
	Rich Mix at 35-47 Bethnal Green Road, London E1 6LA

	Line managed by
	Producer & Programmer

	Contract type
	Full time. Fixed term contract for 12 months, with possibility of extension.

	Annual leave
	25 days per annum plus bank holidays (rising by one day per year of service to a maximum of 30 days)

	Probation period
	Three months

	Start date
	Immediate

	Notice period
	One month’s notice in writing on either side on successful completion of probation

	Deadline for applications
	11pm, Sunday 8 October 2023

	Interview dates
	11-13 October 2023



ABOUT RICH MIX

Rich Mix is a dynamic arts centre and creative hub in the heart of Shoreditch in east London. Launched in 2006, we connect some of the city’s most adventurous and diverse audiences to a vital, exciting and ambitious programme of contemporary culture. 
 
Our wide-ranging programme consists of around 400 events every year and includes live music, performance, dance, spoken word, theatre and exhibitions as well as new release studio and independent cinema across our three screens. Through our Creative Engagement programmes, we develop and facilitate the creative potential of young people and wide-ranging communities from across east London. 
 
Our diversity extends beyond our daily programme of events. A Shoreditch landmark, our building provides a home for some of the city’s most socially progressive and innovative creative businesses with more than 20 resident organisations employing more than 200 people. 
 
We are a National Portfolio Organisation of Arts Council England, and its investment allows us to broaden the scope, scale and ambition as well as the diversity of our programme.
 
Our business model, which we are rebuilding, generates around 80% of our annual turnover through cinema ticket sales, space hire, tenancies to creative and charitable organisations, and bar revenue.
 
In February 2022, we completed the first phase of our capital project plan Reimagining Rich Mix, delivering a revitalised first floor which includes a new Cinema Bar, artist green room, exhibition space and Creative Engagement space. The second phase of the project, which looks to increase our accessibility and improve our welcome, is due to start in 2024.
 
richmix.org.uk / @RichMixLondon
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PURPOSE OF THE ROLE

The Programme & Creative Engagement Officer will be an integral member of the Programming and Creative Engagement teams, playing a key role supporting the teams in maintaining and nurturing relationships with artistic partners and providing administrative support relating to event delivery and evaluation. 

The Programme & Creative Engagement Officer will work across both the Programming team and the Creative Engagement team, primarily focusing on supporting the Programming function (approximately 80% of their time). The Programming team are responsible for Rich Mix’s dynamic and diverse live programme, consisting of 100+ events per year across music, spoken word, theatre, visual arts, cabaret and comedy. The Creative Engagement team are responsible for engaging families, schools, young people and wide-ranging communities in a programme of creative workshops and events.

The Programme & Creative Engagement Officer will be responsible for the issuing of letters of agreements and contracts to all Artistic Partners and liaising with the Marketing and Box Office teams regarding on-sale and promotion. They will co-ordinate a proportion of the advanced production of the Live Programme, ensuring that Rich Mix’s Operations, Technical, Box Office and Front of House teams have all the necessary information to ensure successful delivery of the programme.  

KEY RESPONSIBILITIES

Administration
· Oversee the Programming inbox, responding to programming enquiries or redirecting to the Producer and Programmer where necessary.
· Administrate of all Letters of Agreements to all Live and Creative Engagement Partners.
· Administrate the process from contracting to on-sale, ensuring that all Live events are listed accurately and disseminating information to the Marketing and Box Office teams so events can be listed online.
· Administrate the contracts for the Creative Engagement programme.
· Deliver smaller Artistic Hires such as audition space, rehearsal bookings and meetings, including financial responsibilities such as raising invoices.
· Support the Producer & Programmer with ad-hoc financial responsibilities such a post-show settlements.
· Oversee and maintain a database of relationships and contacts across all Creative Engagement strands. 

Production
· Support the Producer and Programmer on the successful delivery of the production of the Live Events programme.
· Ensure production information is up to date in shared system (Artifax).
· Liaise regularly with all teams working on events, primarily Visitor Services, Technical, Box Office and Marketing.
· Conduct site visits and attend production meetings with internal staff and with artistic partners.
· Maintain Artist Greenroom(s) and dressing rooms.
· Support the operations team with stage management and event delivery on an ad-hoc basis, when required.
· Support the Creative Engagement team with the administration of event and workshop delivery, liaising with internal teams, including the Marketing team on promotion activities.

Programming
· Attend a minimum number of Rich Mix events and support the Programming and Creative Engagement teams in the evaluating of events and projects.
· Attend events outside of Rich Mix where required to support in programming decisions.
· Support the Programming and Creative Engagement teams to represent Rich Mix at external events and building relationships with artists and partners. 
· Contribute to programming ideas at monthly programming meetings with Producer and Programmer.
· Support the Programming and Creative Engagement teams to plan themed seasons and occasional in-house events/programmes, contributing to the ‘One Rich Mix’ vision (the intersection of Cinema, Live and Creative Engagement at Rich Mix).

Data and Reporting
· Support the Creative Engagement and Programming teams in the administration of the monitoring and evaluation framework. 
· Provide administrative support with ad hoc reporting and data collation across Creative Engagement programmes. 
· Ensure data collation and reporting is in line with funder requirements and supports insights on programme improvement. 
· Contribute ideas around evaluation practices to ensure a wide diversity of voices, feeding in anecdotal feedback and supporting participants to respond.

General
· Attend all department meetings and write-up minutes and circulate with appropriate team members and Artistic Partners.
· Ensure Rich Mix’s policies as outlined in the Staff Handbook, including Equal Opportunities and Diversity and Environmental Policies, are implemented and reflected in all aspects of your work. 
· Undertake any other duties commensurate with the status of the role and in keeping with its overall purpose.

PERSON SPECIFICATION 

Essential skills, knowledge, and experience.
· Exceptional organisational skills, with experience of dealing with multiple and competing tasks.
· A strong communicator, both verbal and written, on the phone and in person, with the ability to build relationships with a variety of people.
· Excellent interpersonal and team working skills, with an ability to work independently and take initiative. 
· Fluent in written and spoken English with excellent attention to detail. 
· Computer literate and confident using MS Office software, especially Microsoft Excel, Word and Outlook. 
· A genuine passion for the arts and a keen interest in the work, mission, vision and values of Rich Mix. 
· Ability to prioritise and deliver to deadlines.
· A positive and flexible approach with a can-do attitude.
· Ability to communicate effectively with a wide range of people.
· Experience of data collection with a focus on project evaluations.
· Understanding of and commitment to the importance of inclusion and diversity in the workplace.
· Understanding of and commitment to the importance of working in an environmentally sustainable manner.

Desirable skills, knowledge, and experience
· Experience of successfully planning events from start to finish, including managing the production of the event through to post-event follow up and evaluation.
· An understanding of Artifax Event Management Software.
· An understanding of Spektrix or other ticketing platforms.
· Previous experience working in a venue setting, preferably in a performing arts or music venue.
· Interest in and knowledge of East London. 
· Knowledge of the cultural sector.
· Understanding of Theory of Change and Evaluation Frameworks.

PLEASE NOTE 

This job description reflects the requirements of Rich Mix in September 2023. The role and duties of the post are subject to change in line with the future development of the organisation. Rich Mix reserves the right to make such changes as are necessary after any changes required have been discussed with the post-holder.
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HOW TO APPLY

Please complete an Application Form and an Equal Opportunities Monitoring Form and send both to recruitment@richmix.org.uk by 11pm, Sunday 8 October 2023.

Please ensure you include ‘[Your first name] [Your surname]: ‘Programme & Creative Engagement Officer’ in the email subject line. Please include your name in the filename of your application attachment and ensure that your attached files are in PDF or Word format.
 
There is no need to send a CV, cover letter or other supporting documents. 

Please note that your Equal Opportunities Monitoring form is not shared with the hiring panel.
 
We actively encourage people from a variety of backgrounds with different experiences, skills, and perspectives to join us and influence and develop our working culture. We are particularly keen to hear from people of colour and candidates who self-identify as disabled.

If you would like this in a different format, please contact recruitment@richmix.org.uk
 
-END-
image1.png
RICEH M2

CULTURE FOR A CHANGING CITY

WE ARE A CHARITY. ALL OUR PROFIT SERVES OUR MISSION.
—

RICH MIX CULTURAL FOUNDATION

A company limited by guarantee / Registered in England & Wales
Company Number: 4293133 / Charity Number: 1089163
Registered address: 35-47 Bethnal Green Road, London E1 6LA

35-47 BETHNAL GREEN ROAD
LONDON, E16LA

020 7613 7498
RICHMIX.ORG.UK
@RICHMIXLONDON
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