MOVING ON MUSIC

Job Description
Touring & Projects Officer (maternity cover)


Job Title:		Touring & Projects Officer (maternity cover)

Responsible to: 	Creative Producer

Location: 		The MAC, 10 Exchange St West, Belfast BT1 2NJ
Occasional offsite activity may be required

Hours: 		37.5 per week
Office hours are Monday to Friday. Evening and weekend work will be required to oversee events, though office hours will be adjusted on these occasions.

Salary: 	£22,183 – 24,491 per annum (NJC scale 5) depending on experience

Contract: 	This is a 10-month contract position to cover maternity leave, starting on 1st September 2021. A probationary period will apply. 

Key Responsibilities:

· To fully manage the organisation’s music touring programme

· To oversee musician and composer career development projects and activities

· To provide event and administrative support for our annual programme

· Assist with the writing of funding applications and reports 


Specific Responsibilities:


· Implement and manage all aspects of the music touring programme, including but not limited to:

· Work with the Creative Producer to programme the tours
· Artist liaison and managing relationships with venue partners
· Ensure geographical spread of touring activity
· Advise venues on artists and programme when booking
· Arrange artist travel, accommodation, backline and any specific requirements for each tour
· Effectively manage the budgets for the touring programme
· Work alongside the finance officer to ensure payments and paperwork / local council procedures are completed accurately 
· Manage tour scheduling and itineraries 
· Assist the Creative Producer in compiling publicity and marketing information in relation to the music tours
· Be available as a point of contact for touring artists during the tours

· To oversee the remainder of the Emerging Artists Development Programme and work alongside the Outreach & Production officer to implement workshop activity in association with the touring programme (where appropriate) 

· To assist in the logistical planning of our overall programme including liaising with artists and venues, booking travel, accommodation, backline hire, scheduling etc. 

· To assist the MOM team in working at events (tours and other events) throughout the year, including front of house, box office duties etc. 

· Report to the Creative Producer, company board and funding bodies as required by the company Business Plan and funding criteria

· Assist in the making of grant applications to fund the tours and overall programme

· To work with the Creative Producer & team to ensure that all artist certificates of sponsorship, access NI checks, GDPR practices and other requirements are met 

· Post may involve working with people with disabilities, young people, and vulnerable people, and may require Access NI checks to be undertaken


PERSON SPECIFICATION:

Qualifications/Training

Essential Criteria:

· A third level qualification in music or an arts related discipline and a minimum of one year’s experience in a relevant working environment
OR 
· Three years’ experience in a relevant working environment

AND
· GCSE Maths and English (Grades A-C)
· Experience of managing arts related projects and programme budgets
· Experience of working to deadlines and within budget constraints
· Experience of writing and/or securing funding applications 
· Competence in the use of IT to include Email, Microsoft Office (Word, Excel) and social media tools
· Interest in and knowledge of a variety of music genres
· Ability to multi-task and work as part of a small team
· Possess a full, clean driving licence

Desirable Criteria:

· Experience of the promotion of events and/or tours (including Front of House work)
· Experience working with a similar music arts organisation
· Knowledge of the NI music sector and local council venues
· Experience of marketing software and website maintenance 
· Experience of artist development work


 



