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JOB DESCRIPTION & PERSON SPECIFICATION 

Job Role: General Manager 
Reporting To: Director of Dance (Lead on Digital Strategy)
Salary: £28,980
_________________________________________________________________________________
Job Role Summary
The key function of this role will be to lead on the HR and Finance functions across the organisation ensuring the smooth running of the Take Art office on a day-to-day basis and lead on Health and Safety and HR across the Team. Liaise with specialism staff to offer project co-ordination support. 


Key Responsibilities

Human Resources:
· Managing the process of recruitment, including vetting candidates, assisting with interviews and issuing employment contracts and inductions 
· Leading on internal and external enquiries and requests related to the HR department 
· Compiling and maintaining paper and electronic employee records, including job descriptions, staff review notes, contact details, training/CPD records, holiday and sickness leaves. 
· Processing payroll with the documentation of employee compensation and benefits 
· Leading on HR-related training programs and team coaching workshops and booking staff training courses as required 
· Managing and updating policies to ensure Take Art is compliant with all current legislations and guidelines. 
· Overseeing team meetings and coordinating staff and board communications and events
· Managing DBS processes including checks for staff and freelance contractors as appropriate 
· Managing and updating Staff and induction handbook
· Continuously learn the latest HR best practices to improve workplace efficiency 

Office Management: 
· Implementing and maintaining procedures and office administrative systems
· Lead on GDPR to ensure Take Art is in compliance with current guidelines.
· Health & Safety lead for the organisation ensuring that procedures and protocols are in place and are adhered to and first aid documents and supplies are up to date.
· Ensuring the organisation is up to date on Fire Safety regulations including electricity testing and fire extinguisher documents are up to date, and ensure staff are aware of fire safety procedures
· Taking an active part in the development and delivery of the Take Art Digital Strategy and workplan including leading on the systems strand
· Ensure the details of the organisation are kept up to date on the charity commissions website and complete an annual return
· Manage office budgets.
· Manage and monitor telephone and utility contracts and lead on contract renewals with suppliers.
· Liaise and monitor IT requirements with freelance IT contractor
· Overseeing and managing Take Art equipment and utility issues 
· Ensuring board documents are complete, manage the collation of board reports from specialism directors and organising, attending and minute taking of Board meetings (5/6 times a year, evenings)
· Managing the diary for the meeting room and office equipment, staff days in the office and holiday calendars 
· Maintaining and updating mailing list on FileMaker Pro and Mail Chimp.
· Organising the seasonal distribution of the Take Art brochure 
· Other duties as appropriate in support of the Take Art Specialism Directors

Finance:
· Weekly financial tasks, such as paying suppliers, sending out invoices and maintaining sales and purchase ledgers.
· Making invoices and grant claims as advised by senior staff managing project budgets.
· Operating the computerised Xero accounts system Monitoring bank accounts to ensure adequate funds are held in all accounts including deposit and euro accounts.
· Monthly financial tasks, such as payroll, pensions, expenses and reconciliation of bank and petty cash accounts
· Monitoring rolling annual earned income in relation to VAT thresholds.
· Preparing financial reports to Board members
· Producing quarterly activity sheets for Heads of Specialisms
· Preparing the financial reports in advance for examination of accounts by independent auditors. Work with independent auditors to ensure company fillings are completed each year. 
· Following the checks and balances as advised by the independent auditors in relation to maintaining the security of the income and expenditure systems.
Statistics: 
· Liaise with the Specialism Directors on the creation and review of a statistics framework
· Inputting and updating statistics onto the database
· Lead on collation of statistics for annual report to the Arts Council England, Julie’s Bicycle and local authorities.

Project Co-ordination:
· Provide co-ordination and administrative support for Dance, Early Years, My Tunes, Rural Touring and Theatre.
· Build relationships and liaise with project partners - venue management, producers, artists and other partners.
· Attend events to provide event management support and represent Take Art when required.
· Coordinate CPD sessions, events and digital events.
· Support evaluation and research activity.
· Support project financial activity as directed by project leads.
· Ensure all projects are compliant with Data Privacy, Safeguarding, Equal Opportunities and ethics requirements.

Whole Organisation Duties:

· To contribute to the development of a professional working and learning environment within Take Art
· To ensure adherence to the organisation’s policies and procedures with particular reference to Equal Opportunities and Health and Safety
· To provide excellent customer care in dealings with the public
· To contribute to the mission and values of the organisation
· To undertake CPD that will support and enable the postholder to deliver their duties 

Personal Specification:
Essential:
· HR knowledge and experience 
· Finance skills and experience 
· Knowledge and proven experience of setting up and running efficient office systems
· Proven administrative skills
· Experience of database management
· Intuitive knowledge of IT and software developments and systems
· Understanding of Health and Safety, risk assessments and GDPR   
· Excellent organisational and time management skills 
· Excellent advocacy, diplomacy, communication and negotiation skills
· Ability to prioritise workload
· Self-motivation and ability to work on own initiative
· Ability to multi-task

Desirable:
· Interest and enthusiasm in the arts
· Experience of InDesign, Photoshop and Filemaker Pro
· A willingness to work outside normal working hours on occasion and agreed in advance 
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