EXECUTIVE DIRECTOR
Job Application Pack

ASSEMBLE + 8 COLLECTIVE / FESTIVAL UK* 2022
Executive Director
We are looking for a highly resourceful Executive Director to help lead a new organisation
established to deliver one of the major commissions of Festival UK* 2022, a collection of largescale public engagement projects.
https://www.festival2022.uk/
Our team is developing an immersive experience exploring the wonder of the human mind
through architecture, neuroscience, technology, light and sound. It brings together spatial
designers, scientists, artists and technologists, and includes Turner Prize winning collective
Assemble, scientists and philosophers from the Universities of Sussex and Glasgow, Grammynominated composer Jon Hopkins along with a sound designer, digital producer, technologist
and director.
The Executive Director will work closely with the Director, Jennifer Crook, to lead the new
organisation, ensuring the successful establishment of the company and all its systems, and
delivery of the Festival UK* 2022 commission and its legacy - with specific responsibility for the
governance, legal, financial, operational, HR, reporting and risk management functions. The
successful candidate will be an experienced, resourceful and dynamic professional able to join
the Director in building and leading the new organisation, supporting the team to achieve their
ambitious goals and realise the full scale and potential of the programme. You will be a senior
manager with strong experience in strategic planning and delivering major public programmes,
with a successful track record working in a senior management position within the cultural sector.
Assemble + 8 Collective are committed to creating a positive and inclusive environment where
everyone feels respected and free to work without fear of discrimination. We are an equal
opportunity employer and value diversity in our practice. We encourage applications from all
backgrounds and do not discriminate on the basis of race, religion, colour, national origin,
gender, sexual orientation, age, marital status or disability status. We welcome applications from
people requiring flexible working arrangements and from anyone with any professional or
educational background. If you have any questions about our working environment please get in
touch.
Contract: The contract is fixed term until 31 December 2022. It is however the intention to seek
future presenters for the project elsewhere in the UK and around the world, and if this is
successful, the contract may be extended.
Application deadline: Monday 24 May at 5pm
Interview date: Monday 7th June
Please read the information in the job description and person specification below
and submit a covering letter stating your interest in the contract, along with a detailed CV, two
references and a completed Equality and Diversity Monitoring Form.
If you require this information in an alternative format, please contact:
f22@assemblestudio.co.uk

ASSEMBLE + 8 COLLECTIVE / FESTIVAL UK* 2022
Job Description
………………………………………………………………………………………………………..
Job Title
Reports to

Executive Director
Director

Salary

£62,500 - £65,000 Full Time, depending on experience

Term

Fixed Term until 31 December 2022

………………………………………………………………………………………………………..
JOB OUTLINE
Assemble + 8 Collective is seeking to engage an Executive Director to support the production of
a major interdisciplinary work commissioned by Festival UK* 2022, a collection of large-scale
public engagement projects.
https://www.festival2022.uk/
Assemble + 8 Collective is the working title of the project team, comprising Spatial Designers
Assemble, Project Director Jennifer Crook, Composer Jon Hopkins, Technical Director Dev Joshi,
Sound Designer Christopher Shutt, Digital Producer Michelle Feuerlicht, the Centre for
Consciousness Science at the University of Sussex and the Centre for the Study of Perceptual
Experience at the University of Glasgow.
Festival UK* 2022 will take place between spring and autumn 2022, presenting ten open, original,
optimistic, large-scale and extraordinary acts of public engagement that will showcase the UK's
creativity and innovation to the world. A new company is currently being established under the
leadership of Jennifer Crook to develop and deliver one of the ten ambitious projects that have
been commissioned by the Festival, with a project budget in excess of £5 million. The company
will create and present an immersive experience exploring the wonder of the human mind through
architecture, neuroscience, technology, light and sound.
The Executive Director will be based in the team’s London office (Hackney), but will also work
from their own workspace and elsewhere as the project may require. The Executive Director will
report to the Director, and will work closely with the staff, board members, contractors and
stakeholders of the company, including Festival UK* 2022.
BACKGROUND
Festival UK* 2022 will take place across England, Northern Ireland, Scotland and Wales. It will
deliver a programme of ground-breaking new commissions with the ambition of reaching millions;
bringing people together and promoting the UK’s creativity to the world. Ten creative projects
have been selected following an extensive R&D programme and rigorous assessment process to
form the Festival’s commissioned programme.
Led by Chief Creative Officer, Martin Green CBE, a new organisation Festival 2022 Ltd has been
established in Birmingham to curate, manage and promote the Festival; working with strategic
delivery bodies within each nation to devise, deliver and commission the programme. The Festival
will demonstrate the important role that creativity plays in our lives, as well as providing
unforgettable experiences. This investment comes at a time of need for sectors impacted by the
global pandemic and will support the creation of work and jobs.

PURPOSE OF ROLE
The Executive Director will work closely with the Director, Jennifer Crook, to lead the new
organisation, ensuring the successful establishment of the company and all its systems, and
delivery of the Festival UK* 2022 commission and its legacy - with specific responsibility for the
governance, legal, financial, operational, HR, reporting and risk management functions.
Reports to:

Director, attends meetings of the Board.
Member of Senior Management Team, working closely with its other
members the Director, Technical Director, Senior Producer and Head of
Audiences

Direct Reports:

General Manager, Finance Manager, Executive Assistant

Works with:

Stakeholders and Partners, including Festival UK* 2022.

KEY RESPONSIBILITIES
The key responsibilities of the Executive Director are to:
Operational and HR
•! Ensure that the organisation’s plans and programmes are delivered to the highest
professional standards and in line with approved policies and procedures;
•! Oversee all operations and systems, including IT and internal communications, ensuring
their timely establishment and fitness for purpose;
•! Support the Director in leading and facilitating the work of the team, and oversee the HR
functions of recruitment, induction, management, appraisal and professional development
of all staff, placements and volunteers;
•! Lead the planning and delivery of the Single Equality Policy and Action Plan;
•! Help to maintain a positive, flexible and collaborative working culture, ensuring all team
members have the resources and information required to support their role.
Policy and Planning
•! Lead on developing and updating the organisation’s business plans, and monitor
progress against them;
•! Lead on developing, reviewing and overseeing the implementation of organisational
policies and procedures in all areas, including Equality and Sustainability;
•! Support the Director in overseeing the rigorous evaluation of the organisation’s work in
order to guide its development and report on its achievements.
Governance and Legal
•! Ensure that the Board is properly enabled to fulfil its role and responsibilities, overseeing
the arrangement of meetings, papers and written or verbal reports;
•! Maintain a strong reporting and leadership relationship with Festival UK*2022;
•! Support future board development and recruitment, ensuring appropriate inductions of the
Directors;
•! Act as Company Secretary;
•! Act as Data Protection Officer;
•! Act as Designated Safeguarding Lead;
•! Ensure that standard contract templates, supplier agreements and procurement
processes and procedures are in line with best practice;
•! Appoint and liaise with specialist legal advisors and Festival UK*2022’s legal team as
required.

Producing and Production
•! Lead on contractual negotiations with venues and Presenting Partners; securing
agreements that are fair, thorough and robust, and ensuring the project objectives and
ideal presentation conditions are met;
•! Negotiate rights agreements and artist contracts, for both presentations and possible
future commissions;
•! Create and maintain strong relationships with potential co-producers, presenters and
partner institutions. 	
 
Financial
•! Working closely with the Director, lead the development of the organisation’s annual and
project plans, budgets and cashflows for approval by the Board;
•! Ensure that financial policies, controls and procedures are robust and in line with all best
practice;
•! Develop and monitor approved policies, controls and procedures to ensure that:
•! the organisation’s finances are properly managed, controlling expenditure and
income within agreed budgets across all departments;
•! proper banking and investment arrangements are in place;
•! regular and appropriate financial risk analysis is undertaken;
•! monthly management accounts and cash-flow reports are produced;
•! expenditure is controlled within approved budgets without loss of quality.
•! Ensure the audit of the organisation’s finances as required.
Risk Management
•! Oversee the implementation of the organisation’s risk management strategy and lead on
the maintenance and use of the risk register;
•! Oversee the implementation of Health & Safety policy and procedures.
Resourcing
•! Manage sourcing and supplier strategies working closely with the Technical Director,
Senior Producer and other team members as appropriate;
•! Support the Director in:
•! leading the organisation’s liaison with major stakeholders, commissioners and
funders, especially Festival UK* 2022, working closely with the other members of
the Senior Management Team;
•! securing a future life and legacy for the Festival project, identifying and nurturing
new opportunities for income generation that will support future presenting
ambitions
•! ensuring that the organisation has constructive relationships with artists, festivals
and other relevant organisations in Britain and around the world.
Reporting
•! Oversee all reporting, ensuring that all statutory and stakeholders’ reporting requirements
are fully met at all times, including Festival UK* 2022;
•! Represent and advocate for the organisation and its projects appropriately to
stakeholders, the culture sector, partners and media;
•! Deputise for the Director as required.
Any other responsibilities that may reasonably be required by the Director.

PERSON SPECIFICATION
The Executive Director will be an experienced, resourceful and dynamic professional able to join
the Director in building and leading the new organisation, ensuring its success and that of its
projects. You’ll be a highly skilled negotiator, able to support the organisation through all the
steps required to achieve its ambitious goals and realise the full scale and potential of the
programme.
ESSENTIAL
•! Experience of leading, facilitating and supporting the work of diverse teams within an
organisation
•! A collaborative approach and commitment to working in partnership with the Director
•! Experience of developing business strategy, policies and plans
•! Excellent financial management skills, with experience of carrying financial responsibility
for an organisation and ensuring the delivery of financial targets
•! Experience of successfully overseeing complex project and large-scale production
budgets
•! Experience of managing staff, including recruitment, induction and appraisal
•! Experience of sourcing and contracting services and suppliers
•! Strong diplomacy and negotiation skills, proven experience of using a fair and firm
approach to negotiating complex terms with artists, partners and other stakeholders
•! Commitment to equality of access and opportunity, able to cultivate an inclusive and
representative organisation and broader creative sector
•! Political acumen, with strong leadership and interpersonal skills to build effective internal
and external relationships
•! Ability to enable the effective work of the board
•! Experience in scenario planning, business plan development and the setting of a longterm strategy
•!
•!
•!
•!

Experience of increasing earned and fundraised income for a project or organisation
Understanding of statutory reporting requirements
Understanding of risk management approaches and procedures
Resilient while working under pressure with an effective approach to resolving challenges
and identifying solutions.
•! Up-to-date knowledge of, and strong networks within, the arts sector in the UK
•! Commitment to the project and the work of the new organisation
DESIRABLE
•! Experience of delivering interdisciplinary projects of similar nature, quality and ambition
across the arts and sciences
•! Experience of supporting international touring work or commissions
•! Experience of servicing and supporting the work of a Board of Directors
•! Understanding of data protection laws and regulations
•! Experiencing of ensuring the safeguarding of children, young people and vulnerable
adults
•! Experience of successfully overseeing complex production budgets of over £2million

ADDITIONAL INFORMATION
TERMS
Contract type:

The contract is fixed term until 31 December 2022 when Festival UK* 2022
closes. It is however the intention to seek future presenters for the project
elsewhere in the UK and around the world, and if this is successful, the
contract may be extended.
The successful candidate will be on probation for 3 months.
The successful candidate will have the right to work in the UK.
The successful candidate will have a current DBS certificate.
We are open to applications from candidates seeking to work flexibly or parttime.

Salary:

£62,500 - £65,000 per annum, depending on experience.

Annual Leave:

The annual leave allowance is 25 days per annum plus public holidays.

Pension:

The organisation will make a contribution to the employee’s pension with the
workplace pension provider of 5% of salary.

Location:

A desk will provided at the project workspace in Hackney, London and the
successful candidate will be required to work from the office, subject to
COVID regulations and advice in place at any time. The cost of any travel to
and from the office or any other of the project’s workspaces will not be
reimbursed.
Normal office hours of work are Monday – Friday 09:30 – 17:30 but the role
will require the postholder to work as required to ensure the fulfilment of all
their responsibilities.

Selection:

The candidates who appear from their application to best meet the essential
criteria will be invited to interview. It is thus essential that your application
gives a full but concise description of the nature, extent and level of the
responsibilities you have held. The short listing criteria are detailed under the
personal specification. Please ensure that in your application you address
each of the areas that are to be assessed.

Access:

All D/deaf or disabled applicants who meet the essential requirements of the
person specification will be guaranteed an interview.
Shortlisted candidates will be asked about their access needs at the point
they are invited for interview.

HOW TO APPLY
For an informal conversation about the role please contact interim Executive Director Nigel Hinds
at f22@assemblestudio.co.uk.
Please send your application via email to Interim Executive Director Nigel Hinds at
f22@assemblestudio.co.uk by 5pm on Monday 24th May.
Shortlisted candidates will be notified by Thursday 27th May.
First interviews for shortlisted candidates will be held on Monday 7th June.
Second interviews will be held on the morning of Wednesday 9th June.
Your application should include:
•! a covering letter outlining your experience, your interest in the role and how you meet the
person specification (no more than 2 sides of A4);
•! a detailed CV;
•! references/referees’ details from two current/former employers;
•! a completed Equality and Diversity Monitoring Form, submitted as an online form via this
link: https://forms.gle/oene8xM2W3HirYvs8 (please contact f22@assemblestudio.co.uk if
you have any issues completing this).
Please note we will only accept digital applications - hard copies will not be considered.
The information you supply on the Application Form is kept securely and will remain confidential.
We will not retain this or any other personal information beyond the duration of the application
process
We regret that if you have not heard from us within three weeks of the closing date your application,
in this instance, has been unsuccessful.
Assemble + 8 Collective are committed to creating a positive and inclusive environment where
everyone feels respected and free to work without fear of discrimination. We are an equal
opportunity employer and value diversity in our practice. We encourage applications from all
backgrounds and do not discriminate on the basis of race, religion, colour, national origin, gender,
sexual orientation, age, marital status or disability status. We welcome applications from people
requiring flexible working arrangements and from anyone with any professional or educational
background. If you have any questions about our working environment please get in touch.

