
Job Description        
                                                  
	Post title
	Programme Producer

	Job Evaluation
	E00026

	Grade
	Grade 9

	Service
	Regeneration, Economy & Growth

	Service area
	Culture, Sport & Tourism

	Reporting to
	The Light Artistic Director & Manager

	Location
	Your normal place of work will be The Light (Durham), but you may be required to work at any Council workplace within County Durham.

	Disclosure and Barring Service (DBS)
	This post is not subject to a disclosure.

	Flexitime
	This post is eligible for flexitime.

	Politically restricted
	This post is not designated as a politically restricted post in accordance with Section 1(5) of the Local Government and Housing Act 1989 and regulations made from time to time by the Secretary of State.



Description of role

To design and produce a world-class events programme for The Light, creating compelling experiences at the intersection of art and science that are both attractive to audiences and commercially successful. 

The role will ensure programming reflects the organisation’s mission, values, and corporate objectives, while driving commercial revenue to meet significant income targets. 

The Lead Producer will work closely with the Artistic Director and Manager of the Light to position the venue as a hub for innovation, collaboration, and experimentation championing innovation and future-focused themes operating at the art-science intersection.

Duties and Responsibilities

· Act as Lead Producer for the Light and design and curate a year-round high-quality events programme across indoor and outdoor spaces, integrating art, science, technology, and creativity, coordinating all aspects of project planning, delivery, and evaluation.
· Identify emerging trends in art, science, and technology to keep programming cutting-edge, and provide specialist advice across the culture service.
· Develop inclusive and accessible experiences that engage diverse audiences and reflect the county’s ambition ensuring programming meets strategic objectives.
· Maintain sector intelligence and relationships with artists, producers, promoters and institutions to secure high-quality work and touring opportunities.
· Deliver end-to-end production of events and experiences, ensuring exceptional visitor experience and operational excellence, managing logistics, technical requirements, and health & safety compliance.
· Be accountable for some budgets and income targets, monitor budgets, forecast income, deliver against agreed financial targets, and explore pricing strategies and commercial opportunities (hires, secondary spend, partnerships) to maximise income whilst maintaining public value.
· Lead contract negotiation for visiting companies and collaborators, ensuring commercially favourable terms and clear deliverables.
· Build strong relationships with artists, scientists, technologists, and cultural partners locally, nationally, and internationally, and develop productive relationships with internal and external partners to broaden participation and impact. 
· Coordinate production of timely, accurate and inspiring programme information for marketing; copy production, pricing and on-sale readiness; monitor sales and adapt campaigns.
· Support the development of a place-based approach and actively promote a culture of customer-centric continuous improvement
· Represent the venue at sector forums and events to raise profile and secure collaborations.
· Supervision of volunteers as appropriate
· Produce appropriate reports and analyses, attendance at meetings and maintenance of accurate records of service uptake and other relevant data used to monitor and benchmark cultural engagement activities using appropriate frameworks.
· Assist in maintaining a healthy, safe and secure environment in accordance with Health and Safety policies, including ensuring risk assessments are carried out for all engagement activities.
· Maintain and promote a culture of excellence in customer service, provide a friendly, welcoming and professional service and contribute towards a positive team spirit 
· Promote and implement the Authority’s equal opportunities policies in all aspects of employment and service delivery.


Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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Person Specification

	Attributes
	Essential
	Desirable

	Qualifications
	· Educated to degree level or equivalent senior level experience in a relevant discipline 
	· Project management qualification

	
Experience

	· Demonstrable success in delivering high quality income-generating cultural programmes/ events
· Experience developing and delivering events in both indoor and outdoor spaces 
· Experience of establishing, developing and maintaining key partnerships and relationships to support programmes  
· Experience of managing revenue and project budgets
· Experience of working with creative practitioners and cultural organisations
· Experience in working with community partners, clubs/organisations, and volunteers
· Experience of working with people of differing ages, abilities and backgrounds
· Experience of initiating and managing creative commissions
· Experience of generating and maximising income 
	· Experience of project management (including the delivery of targets within a limited timescale) 
· Experience of fundraising and grant applications to support creative programmes
· Experience of arranging legal and contract documentation


	
Skills and Knowledge 

	· Thorough knowledge of relevant national agendas, strategies, research, initiatives and current trends in the field of creative producing
· Ability to think creatively and use problem solving skills 
· Excellent organisational and project management skills 
· Excellent negotiation and advocacy skills including the ability to motivate and influence others to adopt a course of action 
· Excellent communication skills including written and verbal presentation to wide ranging audiences  
· strong health & safety knowledge; 
· Ability to develop and maintain effective partnerships
	· Confident in the use of ICT systems
· knowledge of culture segments and/or mosaic segmentation 
· Experience managing donations and external grant funding

	
Personal Qualities

	· Creative and innovative thinker 
· Collaborative and inclusive approach 
· Commercially astute with a commitment to quality and impact 
· Passionate about cultural engagement and future-focused programming
· Enthusiastic, confident and self-motivated 
· Able to organise workload, prioritise competing demands and work to tight deadlines
· Ability to travel to sites across County Durham  
· Ability to travel to sites in the UK and abroad in order to fulfil the requirements of the post
· Ability to work a flexible working pattern including working some evenings, weekends and over-night stays away from home 
· Have a flexible approach to operating in a dynamic organisation
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