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Overview 

Job title: Executive Producer 

Reports: directly to the board 

Salary: £14,000 - £16,800 for 17.5 – 21 hours. (£28,000 pro-rata). 

Application deadline:  5pm Tuesday 30 April, 2019 

Interviews: Wednesday 15 May 2019 

 

If you would like an informal discussion about the organisation or the position, please 

contact our Director, Rose Beeston at rose@dancefest.co.uk or 01905 611199 or Paul 

Kaynes, Acting Chair on paulkaynes@yahoo.co.uk.  

 

 

 

 

 
                                        

infuseDANCE perform Bodyguards Protect and Serve, Watch Out Worcester 
                                                                                                                Image: Maurice Keogh 

 
 
 
 

mailto:rose@dancefest.co.uk
mailto:paulkaynes@yahoo.co.uk


3 

 

ABOUT US 
 
Dancefest’s vision is using the power and joy of dance to enhance people's lives. 
 
Our work is about joining in – we run weekly classes across Herefordshire and 
Worcestershire, have two youth companies, lead projects in schools, colleges and 
universities as well as in community settings, such as residential homes. We regularly 
create performances and have developed a particular expertise in work for outdoor 
and unusual spaces. 
 
We pride ourselves on delivering work of high quality that makes a genuine difference 
to people’s lives, all led by an experienced professional team. 
 
During 2017/18 we reached 7,733 people through 1,363 participatory sessions across a 
wide range of settings (including 37 schools) resulting in 25,368 attendances. We 
delivered 38 performances, seen by estimated audiences of 7,200 people.  
 
In 2020 Dancefest celebrates its 30th anniversary and is at the start of another 
exciting period of change. We are proud of the role we have played over the past 29 
years as a leader in contemporary dance in Herefordshire and Worcestershire and are 
keen for the organisation to continue to thrive in the future.  
 
Finance 
Our annual income is around £200,000 per year, coming from a range of sources. In 

2017/18 our income breakdown was as follows: 

 44% from public funders 

 37% through earned income  

 15% from Trusts and Foundations 

 4% from donations and other contributions 

 
Staffing 
The Dancefest programme is managed and run by a small, busy part time team.  We 
are based in the Angel Centre in Worcester.  
Coinciding with the appointment of the new post of Executive Producer the current 
Director will become Artistic Director who together will work closely with the Board 
to lead the Company and take overall responsibility for the organisation collectively. 
The Artistic Director will be particularly responsible for the delivery of the artistic 
programme with four Dance Development Leaders with specialist areas covering 
Children, Young people, Adults and Access and Inclusion. In addition, we have a 
Marketing Officer and Administrator. Financial support is provided by a freelance 
worker and payroll via an independent company. Dancefest contracts freelance dance 
workers to deliver classes and projects. 
 
For a list of our current staff and board members  
https://www.dancefest.co.uk/about-us/board/ 

http://www.dancefest.co.uk/participation/youth-dance/
http://www.dancefest.co.uk/education
http://www.dancefest.co.uk/education
http://www.dancefest.co.uk/projects/
https://www.dancefest.co.uk/about-us/board/
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History 
Dancefest began as a two-week festival in 1990; its aim was to raise the profile of 
dance in education, dance in the community and professional performance in 
Herefordshire and Worcestershire.  
 
The original partnership between Worcester Arts Workshop, the Local Education 
Authority and the Swan Theatre Worcester grew to include other organisations and 
venues resulting in the growing success of festivals in 1992 and 1994. At this point, 
Dancefest moved away from being festival-based to developing a regular programme 
and the first permanent post of Herefordshire Dance Worker was created in 1995. 1n 
1999 an audit of provision was undertaken, immediately followed by a consultancy 
looking at need, opportunity and delivery. The outcome was the establishment in 
2000 of Dancefest as an independent organisation.    
 
In the intervening years Dancefest has maintained its original aims, but the scale of 
its work has grown, now delivering a community programme of classes, initiating and 
delivering projects on behalf of a range of organisations and supporting the 
programming of professional dance and producing performances. The focus of dance 
style remains predominantly contemporary with creative work always a feature and a 
particular skill of the organisation.  
  
Dancefest is a committed Equal Opportunity Employer providing equal employment 
opportunities to all suitably qualified applicants and regardless of gender, colour, 
race, nationality, ethnic or national origin, disability, sexual orientation, age, religion 
or belief or marital status.  We therefore support fully the rights and opportunities of 
all people to seek, obtain and hold employment without discrimination. 
 
Legal Status 
Dancefest is a registered charity, number 1092334 (accepted by the Inland Revenue as 

a charitable organisation in England) and is a non-profit distributing company limited 

by guarantee registered in England and Wales number 4177900, having no share 

capital.  

 

It is governed by its charitable objects and Memorandum and Articles of Association.  

 

Attachments 
Dancefest 2017-18 Annual Report 

 
 
 
 
 
 
 

https://issuu.com/dancefest/docs/dancefest_annual_report_18_final/1?ff&e=1242270/65786394
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Post of Executive Producer  
 
Purpose of the role 
Dancefest is looking to appoint an Executive Producer to work in partnership and 
close collaboration with the Artistic Director and Board, to create the organisation’s 
strategic plan and develop a compelling vision for the organisation. This will build on 
the track record of Dancefest, recognising the transformational power of dance to 
improve and change people’s lives, by watching, taking part and learning from dance 
artists. 
 
The Executive Producer is the joint Chief Executive of the organisation alongside the 
Artistic Director. The Executive Producer will oversee and deliver the organisation’s 
business plan and ensure sound financial management, taking responsibility for 
managing and progressing fruitful relationships with a wide range of stakeholders 
locally and regionally. The role will involve the successful stewardship of donors, 
funders, collaborators and local businesses, as well as seeking out opportunities for 
new partnerships.  
 
The Executive Producer is the key spokesperson for the organisation and will be 
supported by the Artistic Director with regard to artistic and programme 
communications. 
  
Contract & hours: Part time 17.5 – 21 hours per week based on a 35 hour week. Based 
on a 7 hour working day, hours can be worked flexibly between 9am to 7pm. The post 
holder will be based at Dancefest’s offices in Worcester with some flexibility to work 
from home by arrangement.   You may however be required to work outside the 
above normal working hours from time to time, including evenings and weekends, as 
necessary to fulfil the requirements of your employment. Wherever possible, hours 
worked outside normal office hours will be compensated with time off in lieu. The 
post holder will be subject to a formal probationary period of 3 months. 
  
Holidays: In addition to statutory public holidays you will be entitled to 12.5 – 15 days 
working days holiday (25 days pro rata).  
  
Pension: Dancefest operates a Pension scheme, run on its behalf by NEST, which is 
open to all employees after 3 months continuous employment. The scheme is 
contributory; each employee contributes a minimum of 5% of their pensionable 
earnings, which is deducted monthly from salary, and the Group will also contribute 
3%. You will be automatically enrolled onto this scheme unless you notify the payroll 
providerthat you wish to opt out. 
 
Line Management responsibilities:  Line management of Marketing Officer, 
Administrator and Bookkeeper and supervision of core, freelance and short-contract 
staff as appropriate. 
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General Responsibilities: 
1) Artistic Programme and Leadership: Responsible for ensuring that the mission is 
fulfilled through; strategic planning, programmes and development activities. This 
will include: 

 Providing ambitious and effective strategic leadership, with the promotion of 
innovation and best practice, equality of opportunity and professional 
development.  

 Defining and delivering Dancefest’s artistic vision, with the development of a 
long-term strategic plan which successfully fulfills its mission. 

 Maintaining and developing established and emerging strategic partnerships, as 
necessary, including relationships with core funders, in particular Arts Council 
England, artists, arts organisations social care, health and education 
organisations. 

 Effectively implementing Dancefest’s projects and programmes to support the 
organisation’s mission. 

 Being active and visible in the community and by working closely with other 
professional, civic and private organisations. 

2) Financial Performance and Fundraising: Responsibility for the financial well-being 
and ongoing sustainability of the company, ensuring that budgets are adhered to, that 
effective financial systems and procedures are in place, ensuring maximum resource 
utilisation and maintenance of the organisation in a positive financial position. This 
will include: 

 Responsibility for the financial integrity of Dancefest, to include submission to 
the Board of proposed annual budgets and monthly financial statements, which 
accurately reflect the financial condition of the organisation. 

 Providing active leadership in relation to income generation, fundraising and 
developing other resources necessary to support Dancefest’s mission including 
developing, implementing and reviewing the company’s funding strategy, 
proposals and writing applications. 

 Providing strategic direction to support the organisation’s financial 
sustainability and long-term resilience. 

 Responsibility for financial management that generally anticipates operating 
within the approved budget ensures maximum resource utilisation, and 
maintenance of the organisation in a positive financial position. 

3) Management and Administration: Joint responsibility for the management of 
Dancefest. This will include: 

 Implementing and reviewing, with the Board, the Dancefest's Business Plan.  

 Providing motivational leadership in the day to day running of the company 

 Encouraging effective communication between members of the core team and 
with freelance staff. 
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 In liaison with the core team, creating and maintaining Dancefest’s project 
plans through regular Development and Planning sessions. 

 Encouraging effective communication between members of the core team and 
freelance staff. 

 Negotiating the terms of service agreements (utilities, IT support etc) with 
reference to value for money, effective delivery and environmental issues, and 
ensure that the company’s premises are appropriately maintained. 

 Ensuring that all equipment, premises and activities comply with legal 
requirements.  

 Acting as Data Protection Officer and ensure that all procedures comply with 
relevant legislation. 

 Coordinating the development and implementation of Dancefest’s policies and 
procedures. 

 Working with the Artistic Director to ensure the recruitment, retention and 
effective management of competent, qualified staff. 

 Overseeing the day to day financial processes and management e.g. payroll, 
banking, invoicing 

 
4) Marketing and Audience Development: Responsible, with the Marketing Officer, 
for developing audiences for the artistic programme, through aligning artistic outputs 
to clear marketing, audience development, communications and public relations 
strategies, regularly reviewing and strengthening Dancefest’s identity and reputation. 
This will include: 

 Delivering Dancefest’s marketing and communications strategies. 

 Acting as the key spokesperson for the organisation.  

 Acting as an ambassador for Dancefest and its work. 

 Developing the organisation’s digital presence in order to reach the widest 

audience. 

 Approving all marketing and promotional materials. 

 Monitoring and developing the Dancefest brand.  

 Advocating for Dancefest and build upon the company’s profile by contributing 

dialogue and debate in a pro-active manner e.g. attending conferences, 

seminars, submitting articles for publication and positioning the company to 

respond to emerging partnerships. 

5) Board Governance: Responsible for ensuring that the Board is able to discharge its 
responsibilities and to comply with all relevant legislation. This will include: 

 Ongoing review and development of Dancefest’s Business Plan.   

 Acting as Company Secretary and make annual returns to Companies House, the 

Charity Commission and other statutory bodies. 

 In consultation with the Chair and Artistic Director, scheduling business, 

preparing agendas and making arrangements for the recording and distribution 

of minutes of all meetings of the Board and its sub committees and attending 
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all regularly constituted Board meetings (and sub-committee meetings as 

required). 

 Providing the Board with accurate and timely information to enable 

appropriate decisions to be made on matters of policy, planning and budgeting. 

 Ensuring that Dancefest conforms to all financial, legal, statutory and 

contractual requirements and to develop, maintain and monitor appropriate 

policies and procedures to promote best practice. 

 Responsibility for signing agreements entered into on behalf of the 

organisation, in line with delegated responsibilities assigned by the Board. 

6) Other duties: As assigned by the Board of Trustees. 
 
This job description is not exhaustive and is subject to review in conjunction with the 
post holder and according to future changes/developments within the organisation 
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Person Specification 

 
Essential Experience, Skills and Knowledge: 

 Educated to degree level 

 Five or more years’ experience in a senior leadership role within a not for 
profit organisation 

 Demonstrable experience of change management in an arts organisation 

 Proven experience of working with artists/creatives from across various 
disciplines 

 Demonstrable experience of working with a range of hard to reach communities 

 Proven experience of developing and negotiating strategic relationships and 
partnerships with a range of partners to deliver projects including artists, 
venues, voluntary, commercial and public sector partners 

 Experience and understanding of audience development and marketing 
campaigns 

 Proven ability to convey an organisation’s vision and strategic future to staff, 
board, partners, collaborators, commissioners, volunteers and donors 

 Strong organisational abilities including planning, delegating, project and 
programme development, partnership working and task facilitation 

 Solid, hands-on, budget management skills, including budget preparation, 
analysis, decision-making and reporting 

 Proven ability for leading on income generation and fundraising, with 
knowledge of fundraising strategies and donor relations distinctive to nonprofit 
sector 

 Skills to collaborate with and motivate board members and other volunteers 

 Strong written and oral communication skills 

 Ability to interface and engage with diverse volunteer and donor groups 

 Demonstrated ability to oversee and collaborate with staff 

 Strong advocacy and public speaking ability 

Desirable Experience, Skills and Knowledge: 

 Experience of setting and monitoring an organisation’s evaluation practices and 
processes 

 Experience of project and company financial management processes and 
procedures including legal requirements 

 Experience of effective governance and legal requirements of a charity 

 To hold a current driving license and have access to a vehicle for business use 

 Demonstratable knowledge and experience of using current computer software 
packages  
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Application Process 

Please download and complete the application form and return together with a letter 
(no more than two sides of A4), stating your reasons for applying for the post and 
supporting information not contained in the application form. 

In addition, to help us monitor our equal opportunities plan, we would be grateful if 
you could complete an Equal Opportunities Monitoring form. When your application is 
received, this form is removed and is not used during the short-listing process. 

Applications should be addressed to Paul Kaynes, Acting Chair Dancefest, and sent via 
email to info@dancefest.co.uk with ‘Executive Producer application’ in the subject 
line by 5pm on Tuesday 30 April 2019. 
 
Interviews for the post will take place on either Wednesday or Thursday 15 or 16 May 

2019 (please be available on either date). 

 
 

 


