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Chief Executive (Maternity Cover)
Dear applicant,

Thank you for your interest in the post above. This application pack contains:

· Job description 

· Person Specification

· Personal Profile Form

To apply for the job, return the completed Personal Profile Form along with a Covering Letter explaining why you think you are suitable and what you would bring to the role. 

Your letter should refer to how you meet each requirement of the Person Specification. Please use relevant and specific examples to demonstrate this. Invitation to interview for the post will depend on how well you meet the set criteria.

The closing date for applications is 12 noon on Wednesday 13th March Interviews for shortlisted applicants will take place on the Thursday 21st or Friday 22nd March. If you have not heard from Ignite Imaginations by this date, your application will have been unsuccessful. 

Please return your covering letter via email to jobs@igniteimaginations.org.uk or by post to:
Ignite Imaginations

c/o Kollider 

5th Floor
Barkers Pool House
Burgess Street
Sheffield
S1 2HF
Mark your envelope "Confidential". 

If you would like an informal chat about the job, please contact our Chair of Trustees Oliver Mantell chair@igniteimaginations.org.uk email or phone 07793 730250
We look forward to receiving your application.

Luisa Golob

Chief Executive, Ignite Imaginations 

JOB DESCRIPTION
Chief Executive Officer (Maternity Cover)
Location: Ignite Imaginations office, Sheffield city centre (within Kollider, currently Barkers Pool House, due to move to Castle House in Summer 2019).
Managed by: The Board of trustees 
Line managing: Programme Manager, Marketing Officer, Administrator.
Responsible for: All Ignite Imaginations Staff, freelance artists, Volunteers, work placements
Hours of work: 30 hours per week (5.8 weeks paid holiday per year pro rata)
Will include some evenings and weekends.
Salary: £28,000- 30,000 pro rata
Duration: This is a fixed term contract covering the CEO’s maternity leave. The contract will begin in May 2019. The planned end date for this contract is 28 February 2020 but should the post-holder choose to come back to work earlier than this, we reserve the right to terminate the contract early by giving a notice period of one month. 

Purpose of the job:
To provide inspirational leadership for the organisation, ensuring that communities who do not regularly access arts and creative activities are able to engage and participate. The CEO (Maternity Cover) will work with the board to refine the creative vision and business plan for Ignite Imaginations, and lead on its implementation. The postholder will oversee the day to day running of Ignite Imaginations and strategically develop new funding opportunities, partnerships and networks.
Job Description
Finance
Have overall responsibility for Ignite Imaginations’ finances, setting organisational budgets, maintaining management accounts, producing financial information for funders, trustees and others as appropriate, ensuring financial policies and procedures are kept up-to-date and successfully implemented. 
Supporting the Administrator to carry out day-to-day financial management tasks, and liaising with operational and project staff to ensure project budgets and spending, cost control and financial record-keeping is all well-managed.
Fundraising and Income Generation
Strategically lead and develop Ignite Imaginations’ fundraising strategy. Lead on the development and writing of funding applications and bids to secure commissions through working in partnership with other organisations.
Liaise with the Programme Manager and Project Coordinators to ensure quotes and applications for small commissions and ongoing work are completed to a high standard.      
Fulfil grant obligations, from funding bodies, in terms of monitoring, evaluation and report writing. 
Strategic Management and Governance
Work with the board and staff to set the strategic direction for the organisation and produce and implement a business plan.
Work with the chair and other trustees to organise board meetings, away days and other meetings and communications involving trustees. 
Produce high quality management information for board meetings to enable trustees to fulfil their duties. 
Report to and liaise with the Board regarding the development of Ignite Imaginations’ plans, policies, practices and procedures. 
Ensure Ignite meets its obligations to the Charity Commission, Companies House and any other official bodies. 
Partnerships and External Relationships 
Identify, establish and maintain links with other organisations in order to develop creative based projects that meet both Ignite Imaginations’ and other organisations needs, in local communities of Sheffield.
Build good relationships with local communities and communities based groups, in order to gain support for creative- arts based projects, which meet both Ignite Imaginations and the other groups’ needs.  
Operational Management
Ensure that Ignite Imaginations’ projects are appropriately resourced.
In collaboration with the Programme Manager devise and manage a programme of participatory arts projects/events to achieve Ignite Imaginations priorities as identified in the business plan.
Ensure the programme of arts based projects is delivered in an effective and efficient manner.  
Oversee and sign off the writing of partnership agreements with project partners to ensure both goals, aims of the project, and delivery stipulations are understood and agreed by all parties.  
Creative Direction
Initiating artistic and creative project ideas working with partners, in liaison with the Programme Manager and Project Coordinators as appropriate. 
Human Resources
Be responsible for dealing with all aspects of HR, line managing three staff directly and ensuring that the other member of staff with line management responsibility (Programme Manager) is able to deliver this duty effectively.  
Work with individual staff members to ensure they have identified clear work objectives that will contribute towards Ignite Imaginations’ business plan, aims and objectives, and undertake regular supervision sessions with staff.
Work with the board to identify prospective new trustees and help ensure training and development is available to trustees. 
Work with the Programme Manager and other staff to identify new artists for Ignite Imaginations artists’ pool, ensuring induction and ongoing support and development is available to freelance artists.  
Ensure all interns, student placements, volunteers are well-managed and supported, with effective policies and procedures in place to give short-term staff and volunteers a positive and valuable experience that also produces positive benefits for Ignite Imaginations and our beneficiaries.
Marketing, Communications and Engagement
Work with staff to ensure that Ignite Imaginations communicates effectively with all relevant stakeholders, making use of appropriate media and building relationships with beneficiaries, partners, supporters and donors.  
Evaluation and Impact
Ensure all projects are monitored and evaluated effectively, producing all relevant reports, data and materials to meet the requirements of funders, partners and Ignite’s needs. 
Produce an organisational impact report annually. 
PERSON SPECIFICATION
Essential
1. Commitment to bringing arts and creative activity to under-served and disadvantaged communities.
2. Experience of financial planning, budgets and setting and monitoring financial processes and controls.
3. Experience of successful fundraising and income generation for a charitable and/or arts organisation, and familiarity with the funding environment for arts charities
4. Experience of line managing staff and/or freelance contractors and/or volunteers and the ability to motivate staff, inspire excellence and turn aspirations into reality. 
5. Experience of managing contracts for a range of stakeholders
6. Proven ability to work under pressure to meet targets and deadlines.
7. Strong organisational skills and attention to detail, and proven ability to prioritise effectively.
8. Negotiation and sales skills 
9. The ability to work independently and as part of a team.
10. Understanding of marketing, communications and engagement strategies.
11. Excellent networking and communication skills with the ability to represent Ignite Imaginations at a senior level and communicate with diverse groups of people.
12. Commitment to equality and diversity.
Desirable
1. Experience of working in a senior position in an arts environment.
2. Experience of strategic planning and business planning at a senior level 
3. Experience of developing and delivering artistic or creative projects.
4. Experience of working with a board of voluntary trustees/directors. 
5. Knowledge of the voluntary arts sector in Sheffield
6. Knowledge of HR management and, company and charity law
7. A flexible approach to working hours and a willingness to work unsociable hours when required.
8. A willingness and ability to travel.
Personal Profile Form 
CEO (Maternity Cover)
1. Personal Details

Title: ____   First name: ___________________ Surname: __________________

Phone No: ______________________________________

Email: ________________________________________

Address: ___________________________________________________________________

___________________________________________________________________
2. Education, qualifications and training  

Please enter details of relevant education, qualifications or training courses attended

	Dates
	Details of Qualification/Training
	Name of Organisation

	
	
	


3. Work Experience

Please give details of relevant work experience, including all work with young people 
	Dates
	Employer
	Job Title
	Roles and Responsibilities

	
	
	
	


4. Rehabilitation of Offenders Act 1974 

Ignite Imaginations work may involve unsupervised contact with children or vulnerable adults. This means that your role is exempted under this Act. Therefore applicants must provide details of any spend and unspent criminal convictions, cautions, reprimands or final warnings. The engagement of the successful applicant will be dependent on a satisfactory Criminal Records Bureau check.

Have you any spent or unspent criminal convictions, cautions, reprimands or final warnings?

No

Yes


If yes, please give details on a separate sheet.
5. Asylum and Immigration Act 1996 

Are you required to have a UK work visa/permit?

No

Yes



If so, do you have a valid work visa/permit?


No

Yes

If yes, when does it expire? ______________________________________

6. Referees

Please provide the names and addresses of two people who have agreed to provide you with a reference. Referees should not be related to you. 

Name:  _____________________________________________________________

Address:  ___________________________________________________________

Phone number:  _______________________________

How do you know them?  ______________________________________________

May we contact this referee before the post is offered to you? Yes/ No

Name:  _____________________________________________________________

Address:  ____________________________________________________________

Phone number:  _______________________________

How do you know them?  _______________________________________________

May we contact this referee before the post is offered to you? Yes/ No

7. Declaration – I certify that the details given here are true to the best of my knowledge. 
Signed: ___________________________     
Date:  ____________

Equal Opportunities Policy

Ignite Imaginations is committed to Equal Opportunities & Diversity. We have devised this form to monitor the effectiveness of our equal opportunities policy.  This form will be used for monitoring purposes only and any information you wish to provide is entirely voluntary. On return, this form will be separated from your job application form and not seen by anyone involved in the selection procedure.

1. Are you?
Male

Female        Do Not Wish to Say       
2. Ethnic Background?

White British

 Black: African                 Arabic                Kurdish

White Irish                Black: Caribbean
       Somali                Bangladeshi

White Other

 Black: Other

       Yemeni               Multiple / Dual Heritage

Chinese

 Indian                            Pakistani             

Asian British 
            Black British         

Other (please specify) _______________            Do Not Wish to Say       

3. Age:   18-24                      25-40

40-60

    60+   
Do Not Wish to Say       

4. Do you consider yourself to have a disability? If so please specify

Data Protection: We will process your data for the purposes of recruitment with Ignite only and will not share it with anyone who is not part of the process. We will destroy data securely for unsuccessful candidates following the end of the interview process. We will transfer the data of the successful candidate/s to the personal file
