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Main purpose of job 

Reporting to the Belfast Stories Contracts Manager, the post will be responsible for:

· working with the Experience Design Team to develop and oversee an integrated Content Strategy and associated curatorial policies that build on RIBA Stage 2 outputs;

· working with the Experience Design Team to develop the Belfast Stories Visitor Experience and ensure the needs of end users and audiences are met ensuring links and support for the wider city and regional cultural and tourism product;

· leading the development, planning, negotiation and delivery of the Belfast Stories Creative Commissioning Model to support the implementation of the Interpretive Masterplan and Content Strategy in line with the agreed Ethical Framework;

· managing the procurement of commissioned artists and associated budget and acting as day-to-day point of contact including as key liaison between artists, the Programme Management Office and the Experience Design Team;

· working collaboratively with co-producing and commissioning partners to deliver creative projects through an agreed delivery model to support the Content Strategy and develop key partnerships and effective working relationships (internally and externally) to maximise the impact of commissions and build strong foundations for the operational programming model for Belfast Stories; and

· supporting the capacity building of commissioned organisations and creative collaborators to maximise the benefits for organisations from being part of Belfast Stories and ensure the sustainability of the operational programming model.



Summary of responsibilities and personal duties 

1. Provide support and direction to the Experience Design Team to ensure the effective implementation of the agreed Interpretive Framework and the development of the concept design through RIBA stages 3-7.

2. Ensure that the delivery of Belfast Stories experience RIBA stages 3-7 is underpinned by a robust Content Strategy and the development of curatorial policies as agreed with the Experience Design Team.

3. Lead on the development and delivery of Belfast Stories’ Creative Commissioning Model, overseeing the development, planning and delivery of projects in partnership with co-commissioning and producing partners to support the requirements of the Experience Design Team.

4. Champion representation, accessibility and inclusion across the commissioning process and ensure that opportunities are created for emerging talent and under-represented voices and are reflective of our communities in line with the Ethical Framework for Belfast Stories.

5. Work with the Belfast Stories Coordinator to ensure the delivery of co-created, co-designed and co-curated projects with communities of place and interest as part of the overall Content Strategy and ensure this approach is reflected in the Creative Commissioning Model, any curational policies and associated creative outputs.

6. Develop and drive forward a range of key partnerships and strong, credible working relationships with creative partners, artists and other partner organisations including those from the cultural and community sectors, to facilitate a co-ordinated approach to the delivery of work across the programme in line with agreed budget and to support the Experience Design Team requirements. 

7. Work closely with the Belfast Stories Coordinator, the wider team (both internally and externally) and other relevant internal partners, to scope prospective projects, programme strands and ideas and develop effective delivery plans and methodologies in line with agreed council standards.

8. Manage, monitor and report on delegated budget in line with council policies and procedures, including third party project expenditure.

9. Negotiate and draft commissioning specifications for relevant contracts and creative briefs in line with the council’s procurement policies including ensuring specialist advice is secured in areas such as intellectual property rights and ownership.

10. Establish a project management and delivery approach by developing project plans and applying appropriate project principles to deliver on objectives.  Monitor and report on progress against project milestones, timelines and evaluation criteria.  Identify project risks and issues and develop mitigating actions.

11. Work closely with the other strategic and programme partners in order to maximise the benefits of Belfast Stories at a local, regional and national level, ensuring opportunities for co-design are central to this and support future operational programming.

12. Ensure that all project activity is carried out to the highest possible standard and that any events, programmes and activities are in full compliance with Council policies and legal requirements.

13. Maintain, control and update all project documentation and ensure that effective and accurate records of activity are maintained to allow regular and accurate reporting within the governance structures for Belfast Stories.  

14. Ensure the dissemination of key information through the production of timely and relevant briefings, reports and papers and by attending committees, corporate management meetings or project boards as and when required.

15. Establish a methodology to ensure that the quality of commissioned activity is met and monitor the delivery of contractual obligations in order to effectively maximise the value and return on investment.

16. Be able to work flexibly in order to meet the demands of the role and ensure that the necessary high standards of service delivery are achieved.

17. Lead, motivate and manage staff that may be assigned to the post holder and implement individual performance management and staff development.

18. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

19. Represent the relevant senior manager as and when required and in accordance with the responsibilities of the post.

20. Motivate and manage any staff that may be assigned to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

21. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

22. Participate as directed in the council’s recruitment and selection procedures.

23. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

24. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

25. Undertake such other relevant duties as may from time to time be required.

This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that s/he may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.
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Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms, 
· have a third level qualification in a relevant subject such as arts management, cultural studies, museum studies, or an equivalent qualification; and 
· be able to demonstrate on the application form, by providing personal and specific examples, that they have at least two years’ relevant experience in each of the following areas:
a) working in a relevant cultural environment with a focus on commissioning creative work at scale and proven success in managing complex projects, events, commissions, co-productions or cultural programmes;
b) managing and monitoring significant[footnoteRef:1] budgets while ensuring high standards of financial administration and probity, including forecasting, modelling and managing expenditure for large scale[footnoteRef:2], complex creative programmes of work; and [1:  A ‘significant’ budget will be defined as a budget exceeding £200,000.]  [2:  Large scale, complex creative programmes of work will be defined as projects reaching audiences of over 50,000 people] 

c) working with multiple partners across various teams including artists and production staff in the delivery of site specific creative projects. 

Desirable criterion

In addition to the above qualifications and experience, Belfast City Council reserves the right to short-list only those applicants who can demonstrate, by providing personal and specific examples on the application form, at least three years’ relevant experience in each of the aforementioned areas (a to c).
 


Special skills and attributes

Applicants must possess the following skills and attributes which may be tested at interview: 

Communication skills:  the ability to prepare briefings and presentations and write clear analytical reports and the ability to make presentations, deliver workshops and influence and persuade a range of audiences on complex issues.

Project management skills:  good organisational skills with the ability to initiate, develop, manage and monitor complex projects and to oversee effective delivery by third party organisations.

Partnership working skills:  the ability to establish good working relationships and work in partnership with a wide range of stakeholders across different sectors to develop and deliver a shared agenda to meet common objectives.

Analysis and decision making skills:  the ability to produce and implement new ideas and innovative solutions and the ability to make decisions which will contribute to enhanced project delivery.

Technical knowledge:  knowledge of local and wider cultural issues with recognition of key economic, social and environmental challenges and drivers in the city and identification of both the strategic and operational role for local government in addressing these. 

Resource management skills:  the ability to manage and monitor project budgets and associated project resources.

Team-working skills:  the ability to work within a small team to ensure the delivery of agreed work objectives.

Political sensitivity skills:  the ability to treat confidential matters with the appropriate discretion and the ability to work with elected representatives with an appreciation of the sensitivities of working in a political environment.
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