
	
  
	
  	
  

Produc(on	
  and	
  Administra(on	
  Manager	
  (Freelance)	
  -­‐	
  Job	
  Descrip(on	
  

La	
  Folia	
  is	
  a	
  music	
  charity	
  and	
  produc3on	
  company	
  bringing	
  together	
  instrumentalists,	
  singers,	
  actors,	
  dancers,	
  
visual	
  ar3sts	
  and	
  writers	
  to	
  create	
  new	
  music,	
  original	
  projects	
  and	
  ground-­‐breaking	
  performances	
  under	
  the	
  
ar3s3c	
  directorship	
  of	
  Howard	
  Moody.	
  At	
  the	
  heart	
  of	
  La	
  Folia	
  is	
  the	
  core	
  value	
  of	
  transforming	
  music	
  by	
  making	
  
extraordinary	
  performances	
  in	
  unexpected	
  places,	
  breaking	
  through	
  conven3onal	
  barriers,	
  working	
  with	
  people	
  
in	
  challenging	
  circumstances	
  and	
  with	
  ar3sts	
  of	
  the	
  highest	
  quality.	
  	
  

For	
  the	
  past	
  35	
  years,	
  La	
  Folia	
  has	
  worked	
  flexibly	
  and	
  responsively,	
  with	
  freelance	
  ar3sts	
  and	
  professionals	
  
engaged	
  on	
  an	
  ‘as	
  required’	
  basis	
  and	
  supported	
  by	
  a	
  dedicated	
  Board	
  of	
  Trustees	
  and	
  Ar3s3c	
  Director.	
  This	
  is	
  
an	
  exci3ng	
  opportunity	
  to	
  play	
  a	
  pivotal	
  role	
  in	
  this	
  innova3ve,	
  unique	
  charity	
  as	
  it	
  emerges	
  from	
  a	
  period	
  of	
  
hiberna3on	
  during	
  the	
  Covid-­‐19	
  pandemic.	
  

The	
  Produc3on	
  and	
  Administra3on	
  Manager	
  (Freelance)	
  will	
  act	
  as	
  a	
  central	
  point	
  of	
  connec3on	
  for	
  all	
  aspects	
  
of	
  the	
  charity	
  and	
  its	
  ac3vi3es,	
  working	
  closely	
  with	
  the	
  Ar3s3c	
  Director,	
  Board	
  of	
  Trustees,	
  Finance	
  Manager,	
  
project	
  ar3sts	
  and	
  freelance	
  professionals.	
  You	
  will	
  be	
  responsible	
  for	
  carrying	
  out	
  all	
  the	
  day-­‐to-­‐day	
  
administra3ve	
  opera3ons	
  of	
  the	
  charity	
  and	
  co-­‐ordina3ng	
  all	
  project	
  ac3vity.	
  

Fee:	
  £200-­‐£250	
  per	
  day,	
  depending	
  on	
  experience.	
  	
  
Hours:	
  4	
  days	
  per	
  month	
  for	
  1	
  year,	
  subject	
  to	
  review	
  aXer	
  6	
  months.	
  Addi3onal	
  project-­‐based	
  hours	
  may	
  be	
  
available	
  depending	
  on	
  the	
  programme	
  of	
  ac3vity.	
  	
  
Loca3on:	
  Home-­‐based,	
  although	
  aZendance	
  at	
  mee3ngs	
  and	
  events	
  will	
  be	
  required.	
  La	
  Folia	
  is	
  currently	
  based	
  

in	
  Salisbury,	
  but	
  is	
  open	
  to	
  applicants	
  from	
  a	
  wider	
  geographical	
  area.  
 
Please	
  note,	
  this	
  is	
  a	
  freelance	
  role.	
  

Key	
  responsibili(es:	
  

Ar3s3c	
  programme:	
  
• Working	
  closely	
  with	
  the	
  Ar3s3c	
  Director	
  to	
  plan	
  and	
  deliver	
  a	
  programme	
  of	
  projects	
  and	
  performances	
  
• Co-­‐ordina3ng	
  and	
  managing	
  all	
  project	
  ac3vity	
  (this	
  area	
  of	
  work	
  could	
  be	
  supported	
  by	
  one	
  or	
  more	
  

freelance	
  project	
  managers)	
  
• Prospec3ng	
  for	
  new	
  partners	
  and	
  projects	
  

Administra3on	
  and	
  finance:	
  
• Maintaining	
  all	
  day-­‐to-­‐day	
  general	
  and	
  financial	
  administra3on	
  processes	
  
• Working	
  with	
  the	
  Finance	
  Manger	
  to	
  have	
  oversight	
  of	
  all	
  financial	
  maZers	
  and	
  ensure	
  ongoing	
  financial	
  

stability;	
  crea3on	
  and	
  cura3on	
  of	
  all	
  budgets	
  	
  	
  
• Working	
  closely	
  with	
  the	
  Board	
  of	
  Trustees;	
  preparing	
  reports	
  for	
  the	
  quarterly	
  Board	
  mee3ngs	
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• Liaising	
  with	
  Board	
  to	
  update	
  and	
  develop	
  the	
  Business	
  Plan	
  -­‐	
  currently	
  described	
  as	
  the	
  ‘La	
  Folia	
  
Handbook’	
  -­‐	
  on	
  a	
  regular	
  basis,	
  including	
  the	
  ongoing	
  management	
  of	
  all	
  policies	
  and	
  protocols	
  

• To	
  lead	
  on	
  all	
  aspects	
  of	
  safeguarding	
  as	
  the	
  charity’s	
  Designated	
  Safeguarding	
  Lead	
  
• Engaging	
  and	
  line-­‐managing	
  freelance	
  professionals	
  as	
  required	
  (working	
  in	
  areas	
  such	
  as	
  marke3ng,	
  

fundraising	
  and	
  project	
  management),	
  administering	
  contracts	
  and	
  ensuring	
  shared	
  objec3ves,	
  priori3es	
  
and	
  accountability	
  	
  

• Iden3fying	
  fundraising	
  opportuni3es	
  and	
  carrying	
  out	
  fundraising	
  ac3vity	
  (this	
  area	
  of	
  work	
  could	
  be	
  
supported	
  by	
  a	
  freelance	
  fundraising	
  professional)	
  

Communica3ons:	
  
• Maintaining	
  communica3on	
  within	
  the	
  charity	
  that	
  is	
  effec3ve,	
  frequent,	
  inclusive	
  and	
  open,	
  and	
  allows	
  

3me	
  for	
  reflec3on	
  
• Managing	
  the	
  La	
  Folia	
  Friends	
  scheme,	
  including	
  crea3on	
  of	
  the	
  annual	
  newsleZers	
  
• Ensuring	
  La	
  Folia’s	
  ac3vi3es	
  are	
  shared	
  with	
  audiences	
  via	
  the	
  charity’s	
  website,	
  social	
  media	
  plaborms	
  

and	
  mailing	
  lists;	
  obtaining	
  press	
  and	
  media	
  coverage	
  where	
  appropriate	
  (this	
  area	
  of	
  work	
  is	
  currently	
  
supported	
  by	
  a	
  freelance	
  marke:ng	
  professional)	
  

• Building,	
  managing	
  and	
  sustaining	
  rela3onships	
  with	
  partners,	
  supporters	
  and	
  sponsors	
  
• Being	
  an	
  ambassador	
  for	
  La	
  Folia,	
  represen3ng	
  the	
  charity	
  as	
  its	
  public	
  face	
  

Your	
  skills	
  and	
  experience	
  (a	
  passion	
  for	
  communica:on	
  through	
  music	
  and	
  the	
  arts	
  is	
  a	
  given):	
  

• A	
  successful	
  manager	
  with	
  experience	
  of	
  working	
  within	
  a	
  charity	
  and/or	
  arts	
  organisa3on	
  
• Ability	
  to	
  develop	
  and	
  maintain	
  strong	
  working	
  rela3onships	
  with	
  trustees,	
  partners,	
  supporters,	
  

sponsors,	
  ar3sts,	
  freelance	
  professionals	
  and	
  volunteers	
   	
  
• Outstanding	
  and	
  persuasive	
  wriZen,	
  oral	
  and	
  interpersonal	
  skills	
  
• IT	
  competent	
  
• Ability	
  to	
  work	
  effec3vely	
  with	
  varying	
  degrees	
  of	
  support	
  -­‐	
  from	
  working	
  completely	
  under	
  own	
  

ini3a3ve	
  to	
  working	
  collabora3vely	
  with	
  a	
  lot	
  of	
  input	
  	
  
• Willingness	
  to	
  work	
  flexibly	
  and	
  responsively	
  
• Ability	
  to	
  think	
  laterally	
  
• Excellent	
  organisa3onal	
  and	
  3me	
  management	
  skills	
  
• Energy,	
  enthusiasm,	
  imagina3on	
  and	
  drive	
  

The	
  post-­‐holder	
  will	
  at	
  all	
  3mes	
  carry	
  out	
  their	
  du3es	
  with	
  due	
  regard	
  to	
  La	
  Folia’s	
  equal	
  opportuni3es	
  policy.	
  

La	
  Folia	
  is	
  an	
  equal	
  opportuni3es	
  employer	
  and	
  is	
  fully	
  commiZed	
  to	
  equality	
  of	
  opportunity	
  and	
  diversity	
  to	
  

ensure	
  that	
  we	
  reflect	
  the	
  full	
  breadth	
  of	
  society.	
  We	
  warmly	
  welcome	
  applica3ons	
  from	
  all	
  suitably-­‐qualified	
  
candidates.	
  

To	
  apply,	
  please	
  send	
  your	
  CV	
  and	
  covering	
  leGer	
  to	
  megan.brand@lafoliamusic.org	
   
In	
  your	
  leZer,	
  please	
  explain	
  how	
  your	
  skills	
  and	
  experience	
  match	
  the	
  role	
  descrip3on	
  and	
  person	
  specifica3on,	
  
why	
  you	
  would	
  like	
  to	
  join	
  us,	
  and	
  any	
  other	
  relevant	
  details	
  in	
  support	
  of	
  your	
  applica3on.	
  

Applica(on	
  deadline:	
  Tuesday	
  25	
  May	
  2021,	
  5pm	
  

First	
  interviews:	
  Tuesday	
  15	
  June	
  2021	
  (to	
  be	
  held	
  on	
  Zoom)	
  

For	
  further	
  informa3on	
  about	
  the	
  role,	
  please	
  contact	
  John	
  Cox,	
  Chair	
  of	
  Trustees:	
  jfacox@googlemail.com
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