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Job title: Programmes Producer 

Contract type: Permanent 

Hours:   Full-time (36.25 hours per week) 

Salary:  £30,296 per annum 

Location:  Principally at Assembly, Bradford, BD1 3HT 

Reports to:  Executive Director 

Responsible for: Freelancers: Instigators and Champions 

Notice period: 1 month following completion of a probationary period  

Closing date:  Sunday 8 September 2024 at 11pm  

 

Bradford Producing Hub (BPH) is an artist-led development organisation that supports 

creatives in all art forms and at any stage of their career to develop skills and to create and 

produce new work. BPH aims to make Bradford a vibrant creative district, with a thriving and 

sustainable arts sector. The BPH programme is needs-led, everyone in the team is involved in 

planning, designing and helping to meet the needs we identify through sharing our skills and 

supporting ideas and people to grow. 

 

Job Description 

 

The Programmes Producer is a vital new role in the organisation and is responsible for the 

successful delivery of BPH’s needs-led programme: delivering key administrative and 

operational processes, project management and event production of one-off events. 

 

The Programmes Producer works closely with the Executive Director, General Manager and 

Marketing and Communications Manager to manage project-related budgets, staffing, 

recruitment, pastoral care, evaluation and monitoring. 

 

Key Responsibilities 

 

● Supporting the BPH team to create, curate and deliver an impactful programme of 

activity that responds to need 

● To contribute to the strategic development of the company including idea generation 

and operational planning 

● Ensuring clear and consistent communication internally across the whole organisation 

ensuring that all departments, freelancers and partners have necessary information in a 

timely manner 
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Planning & Delivery 

 

● Play a key role in the development of new projects, ideas and delivery in response to 

identified needs 

● Develop and manage budgets, monitor costs and highlight variations from budget on a 

regular basis 

● Negotiate and oversee the issuing of contracts and letters of agreement, alongside the 

General Manager 

● Manage systems for scheduling, planning, delivery and communications, ensuring all 

information is accurate and up to date 

● Work alongside the General Manager and Administrator to source and put in place all 

facilities required for successful project delivery, including venues, catering, travel, 

accommodation, resources, access provision, etc 

● Write and maintain project risk assessments 

● Ensure appropriate staffing is in place for all projects and that Health and Safety 

measures are adhered to 

● Coordinate and oversee recruitment processes for project partners, facilitators, and 

participants 

● Coordinate and oversee application processes for BPH funding opportunities 

● Coordinate meetings, briefings and updates for the team and project partners 

● Communicate with workshop leaders, speakers and other partners regarding delivery 

content and briefings, access requirements and any other needs 

● Ensure appropriate access provision is in place for all events 

● Safeguard members of the public, especially children and young people, and adults at 

risk who are engaged in BPH projects 

● Ensure any complaints or issues raised are dealt with seriously and swiftly, in line with 

BPH policies and procedures 

● Monitor and evaluate the programmes and activities to ensure best and evolving 

practice 

 

Marketing & Communications 

 

● Work alongside the Marketing and Communications Manager on the development of 

timely, creative, publicity and recruitment campaigns, amplifying opportunities through 

social media and press, and devising strategies to expand recruitment and reach 

● Ensure BPH branding and funder logos are applied appropriately across BPH and 

partner comms 

● Adhere to current data protection legislation and work with the team to implement any 

necessary databases and procedures 

● Manage ongoing communications with programme alumni, ensuring BPH continues to 

provide support and opportunities where appropriate 

● Deputise for the Marketing and Communications Manager when needed 
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Development 

 

● Alongside the Executive Director, identify and develop new partnerships with creative 

industry organisations to support and enhance programme delivery 

● Support fundraising, including contributing to the development of funding applications 

and leading on the preparation of reports and data for project funders 

● Support the Executive Director on the development of reports and updates for the 

Board, funders and other stakeholders 

● Identify and put in place improvements to processes and systems that increase 

efficiency and outcomes 

● Work alongside the team to support the day-to-day operations of Bradford Producing 

Hub, ensuring that all activities are aligned with the company's mission and strategic 

objectives 

 

Governance & Partnerships 

 

● Work closely with the Executive Director, Board of Directors and wider team to develop 

and implement a viable business plan to deliver the aims of BPH, including delivery 

strands, audience development and participation strategies, and review annually 

● Develop and update papers and reports as needed by the Executive Director and Board 

of Directors, and ensure timely provision of information for decision-making 

● Build and maintain strong relationships with external stakeholders, including artists, 

funders, partners, and community members 

● Represent BPH at events and meetings, promoting the organisation's work and values 

 

HR 

 

● Work closely with the Executive Director and Board of Directors to develop and 

maintain necessary company policies and procedures, with an annual review 

● Ensure all freelancers are issued with appropriate contracts, inducted, and understand 

and commit to the BPH Code of Conduct 

● Line Manage the core freelance team of Instigators and Champions, ensuring they are 

well supported with clear direction, workload management, and regular check-ins 

● Support recruitment, contracting, training, and performance management processes 

● Support and encourage company and individual training opportunities, in line with 

company needs and individual ambitions 

 

General Duties of all Staff 

 

● Take an active role in communicating and cooperating with other staff and departments, 

including engaging in regular team meetings. 

● Undertake any other duty or responsibility which may reasonably be requested by the 

company. 
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● Assist at BPH events and activities as required. 

● Work in accordance with Health and Safety, Safeguarding and all appropriate 

legislation, in line with company policies and procedures. 

● Act as an ambassador for the company. 

● Provide advice and signposting to other artist development opportunities and pathways 

for career development beyond BPH programmes, in response to need. 

● Support BPH to be a safe place to work and develop, freely and promptly raising any 

issues or concerns to the Executive Director or in line with complaints and grievance 

procedures. 

● Carry out all duties with an understanding and commitment to equal opportunities and 

to ensure that this understanding and commitment is implemented across the company. 

● Help BPH to continue to be a good employer, encouraging company and individual 

mental health and wellbeing. 

 

The Board of Directors expects to monitor the development of this job description in 

collaboration with the post holder, Executive Director and any other key members of the team.  
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Person Specification 

 

This specification outlines the qualities, skills, and experience required for the role. The ideal candidate will be a dynamic and 

organised individual, passionate about supporting creatives, delivering excellent projects, and contributing to the growth of a vibrant 

arts sector in Bradford. 

 

 Essential Desirable 

Knowledge & 
Experience 

● Proven track record in project 

management, particularly within the arts 

and creative industries. 

● Experience in budgeting, financial 

monitoring, and reporting. 

● Experience in developing and maintaining 

relationships with a diverse range of 

stakeholders, including artists, funders, and 

community members. 

● Experience of supporting recruitment 

processes and managing staff or 

volunteers. 

● Understanding of the arts sector and the 

challenges faced by creatives at various 

career stages. 

● Understanding of health and safety 

regulations and safeguarding best 

practices. 

● Familiarity with current data protection 

legislation. 

● Experience in working within an artist-led 

development organisation. 

● Experience in managing and delivering 

complex, needs-led programmes. 

● Experience in line managing a team of 

freelancers. 

● Experience in supporting fundraising 

activities and preparing reports for funders. 

● Understanding of the strategic 

development of arts programmes and 

audience development strategies. 

● Familiarity with Bradford’s creative 

landscape and community needs. 
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Skills & Abilities ● Excellent written and verbal communication 

skills, with a high degree of accuracy and 

attention to detail. 

● Strong IT skills and proficiency in using a 

range of online software and tools. 

● Strong organisational skills with the ability 

to manage multiple projects simultaneously 

and meet deadlines. 

● Negotiation skills and creation of contracts.  

● Competence in creating and maintaining 

project risk assessments. 

● Competence in handling and resolving 

complaints or issues in line with company 

policies. 

● Ability to deputise for the Marketing and 

Communications Manager, with skills in 

developing publicity and recruitment 

campaigns. 

Personal Attributes ● Ability to act as an ambassador for the 

organisation, promoting its values and work 

at events and meetings. 

● A proactive and collaborative approach to 

work, with the ability to engage and 

motivate others. 

● High levels of initiative, creativity, and 

problem-solving ability. 

● Commitment to equal opportunities and 

understanding of how to apply this in 

practice. 
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● Passionate about supporting the 

development of a vibrant and sustainable 

arts sector in Bradford. 

 
 


