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About drake mUsic

Drake Music is the leading national organisation working in music, disability and technology.

Our vision

Non-disabled people can make music in many ways and at many different levels. Our vision is a world where disabled people have the same range of opportunities as their non disabled peers, and a culture of inclusive music-making, where disabled and non-disabled musicians collaborate as equals.

Who we are

Drake Music is a national arts charity with offices in Bristol, Manchester and London. We work with a diverse and experienced team of staff and associate musicians/ technologists to deliver our programmes across England and beyond. We work with people of all ages and break down barriers to music-making through the use of technology. We deliver our activities across four inter-connecting programme strands:

· Arts & Collaboration
· Research & Development

· Learning & Participation 

· Training & Consultancy
We have been pioneering the use of accessible music technology for over 25 years and have developed a wealth of innovative and imaginative approaches to teaching, learning and making music. We are a National Portfolio Organisation for Arts Council England and a Youth Music Fund C grant holder.
What we do

Central to our work is the belief that everyone can fulfil their creative and musical potential, given the right opportunities.

We work where music, disability and technology meet to:
· create opportunities and instruments that make music fully accessible
· increase participation in music-making at all levels
· build an inclusive musical culture where disabled and non-disabled musicians work together as equals

Introduction to the role
We are excited to open applications for the role of Head of Operations & Finance (F/T) or Head of Operations (P/T).  This is an entirely new role for Drake Music, created to cover the evolving needs of our organisation. 

Drake Music is a diverse and dynamic arts organisation – we collaborate with people of all ages to remove disabling barriers to music-making. Working with a vibrant community of musicians, technologists, makers and project managers, we provide a core of administration and management to ensure multiple programmes and projects are delivered effectively. We are a small, friendly team and foster a culture of openness and inclusivity. All our work is underpinned by the Social Model of Disability. 

We now have a great opportunity for someone to join our leadership team, providing operational leadership and taking charge of the day to day running of the organisation. 

The post holder will be based at our London office and will be expected to visit our regional offices on a regular basis. She or he will work closely with our CEO to ensure Drake Music is managed efficiently and effectively. 

The ideal candidate is someone who loves operational management and who will thrive on being a thinking partner with the CEO to formulate strategy and support the ongoing development of the organisation. This role is an exciting combination of the strategic and the practical day-to-day that comes with working in a small team. 

Ours is a unique organisation and we can adapt this role to suit different skills and abilities. We would be happy to consider applications for a full-time Head of Operations & Finance role or for a 4-day week Head of Operations. We could also accommodate a job share. 

Drake Music is an Equal Opportunities employer. We are specifically welcoming of disabled applicants and will make any reasonable adjustments required for any part of the recruitment process and to support you in your role. In addition, we are especially welcoming of other under-represented groups in the organisation including BME and LGBTQ people.
APPLICATION PROCESS
Please send a covering letter, CV and monitoring form by email to info@drakemusic.org no later than Wednesday 4th October 2017. Please ensure that your covering letter clearly addresses the essential and desirable requirements as detailed in the person specification and is no more than 3 A4 pages. 
In your covering letter, please indicate whether you are applying for:

a) Head of Operations & Finance (F/T); or 
b) Head of Operations (P/T 4 days per week) – this excludes all finance-related duties; or 
c) Head of Operations & Finance job share – split as 2/3 days or 2.5/2.5 days per week

If you would like an informal conversation about this role with our CEO Carien Meijer, please call Ben Jones on 020 7739 5444 or email: benjones@drakemusic.org (Ben works Tue/Wed/Thu) to arrange a suitable time. 
First-stage interviews will take place on Tuesday 17th October 2017.
job description
	Title of Post: 
	Head of Operations & Finance (F/T) OR Head of Operations (P/T)

	Salary: 
	£40,000 - £45,000 pro rata depending on experience and skills

	Working Pattern:
	35 hours per week F/T or 28 hours per week P/T

	Holiday entitlement:
	28 days paid annual leave (pro rata) in addition to public and bank holidays

	Location:

Reporting To:
	London
Chief Executive

	Line Management:
	Administrator
Programme Delivery Manager 

Marketing Associate 

Other staff/ volunteers as required

	Other Key Relationships:
	Chair of the Board of Trustees 

Chair of the Finance Committee 

National Managers 

Development Manager 

Other staff as required

	Main purpose of the job:
	Senior Management Team member responsible for all operational, financial and administrative functions of the charity


Main Responsibilities:

Operations 
Full responsibility for all operational aspects of the charity, including: 
· To manage and coach the DM team, creating conditions for the team members to work effectively and efficiently through collaboration, fostering open and clear communication and facilitating people development  
· To ensure that all systems are aligned to the operational needs of the charity 
· To ensure IT requirements of the company are identified and implemented as agreed

· To ensure that company equipment is maintained and serviced as required 

· To take a lead role in ensuring that the working environment is compliant with Health and Safety standards and undertake regular risk assessment and H&S audits

Human Resource Management 
Full responsibility for all HR aspects of the charity, including: 
· Overseeing and managing recruitment, performance management and CPD. 
· Organise annual team away days. 

· To oversee the deployment of human resource management policies and procedures as agreed with the CEO

· To develop and maintain accurate and confidential personnel records for all employees and associates 

· To take the lead on documenting, updating and communicating company policies and procedures 

· To ensure that all staff and associates have signed suitable agreements with the company and are DBS checked where necessary 

· To develop and maintain accurate and confidential personnel records for all employees and associates.

Governance 
To be the Company Secretary of the charity, including: 

· To organise, prepare reports for and attend Board and Finance Committee meetings 

· To ensure that key company meetings are accurately minuted

· To manage the Company Risk Register, providing updated reports as required  
· To complete all statutory reporting for Companies House and the Charity Commission

General/Other Duties 

· To support the CEO with organisational & business development and provide input into the strategic plan and any programme operational plans 

· To ensure regular, accurate Arts Council of England reporting including completion of the Annual Submission, Equality & Environmental Reporting 

· To manage the recording and internal sharing of all project activity, attendances and evaluation 

· To work with the Marketing Associate on website development & management, manage the DM events calendar and oversee/implement any other relevant internal/external communications tasks 

· To comply with company policies relating to equality of opportunity and diversity
Finance (only if applying for Head of Operations & Finance) 
Full responsibility for the charity’s finance function; from day-to-day accounting to production of statutory accounts at year-end, including: 

· To be the strategic lead on short, medium and long-term financial planning and forecasting 

· To complete financial reporting at period end; to publish full management accounts 

· To prepare papers for, attend and minute the quarterly Finance Committee meetings 

· To oversee the Payroll; collecting payroll adjustments for submission to the payroll agency 
· To work with the CEO and budget holders to set and monitor annual budgets; to provide support for budget holders as required; to be the budget holder for designated areas 

· To manage the administration of the Arts Council of England funding and any other statutory funding as required 

· To prepare for, and manage, the annual Statutory Independent Examination or audit

person specification
	ESSENTIAL:

	1
	Experience of working in a leadership role including strategic planning and operational management responsibilities

	2
	A team player who enjoys working collaboratively and with the relationship-building skills to work with a range of stakeholders including trustees, staff, participants and partner organisations

	3
	Operational management – experience of managing day to day office administration, designing and implementing systems and processes to improve operational effectiveness

	4
	Staff management – experience of managing and developing staff at all levels

	5
	Stakeholder management – working with varying needs and priorities of internal and external stakeholders

	6
	Managing budgets and day-to-day finances

	7
	Understanding of charity sector governance and working with boards

	8
	Managing internal IT systems and ensuring they are fit for purpose

	9
	Able to produce work accurately and to a consistently high standard, work well under pressure, prioritise workflow independently and show initiative

	10
	Tactful and diplomatic in approach and able to deal with confidential matters with complete discretion

	11
	The ability to work in a changing environment and respond flexibly to changing needs and demands

	12
	Passionate about equality of opportunity and inclusion

	
	If applying for Head of Operations & Finance (F/T):
Evidence of sound financial management experience and skills including:

	1
	Preparation of management and statutory accounts

	2
	Ability to manage non-specialist staff through basic financial procedures

	3
	Experience of working with senior stakeholders and leading on short, medium and long-term financial planning and forecasting

	4
	Experience of the administration of statutory funding

	5
	Experience of preparation for audits

	DESIRABLE:

	1
	Experience of working in the arts sector

	2
	HR experience

	3
	Project management experience

	4
	Keen interest in music, arts and/or education


equal opportunities form

CONFIDENTIAL

In accordance with its policy on equal opportunities in employment, Drake Music will provide equal opportunities to any employee or job applicant and will not discriminate either directly or indirectly because of race, sex, sexual orientation, gender reassignment, religion or belief, marital or civil partnership status, age, disability, or pregnancy and maternity.

In order to assess how successful this policy is we have set up a system of monitoring all job applications. We would therefore be grateful if you would complete the questions on this form. We have asked for your name to enable us to monitor applications at shortlisting and appointment as well as application stage.

All information will be treated in confidence and will not be seen by staff directly involved in the appointment. The questionnaire will be detached from your application form, stored separately and used only to provide statistics for monitoring purposes. Thank you for your assistance.

	Post title:
	 



	Location:
	 



	Full name:
	 



	1. Gender:           



	2. Age: 



	3. Marital status:
                                                           MARRIED / SINGLE / OTHER

	4. Do you have responsibility for dependants? (Dependants relates to children, or elderly people or other persons for whom you are the main carer.)
                                                                           YES / NO

	5. Do you identify as disabled?
                                                                          YES / NO

	6. Can you tell us a little about any disabling barriers you may face?


	7. Nationality:

	8. Race/Ethnicity:  



	9. Where did you see this post advertised?
 



	Data protection: Information from this application may be processed for purposes registered by Drake Music under the Data Protection Act 1998. Individuals have, on written request [and on payment of a fee] the right of access to personal data held about them.

I hereby give my consent to Drake Music processing the data supplied in this form for the purpose of recruitment and selection.



	Applicant's signature:
	 
	Date:
	 


 
