[image: image1.jpg](&R disability
B confident

EMPLOYER

MINDFUL
EMPLOYER

THE MAYOR'S
GOOD WORK
STANDARD

WORKING
DADS

EMPLOYER
AWARDS





[image: image2.jpg]Niz

Waltham Forest




[image: image1.jpg]

[image: image2.jpg]

	Role Title
	Fellowship Square Activation Manager

	Job Family
	Destinations Directorate, Place

	Competency Level
	Principal Officer/Manager

	Pay Range / Scale
	PO3

	Purpose

To develop and deliver specialist support/advice for a defined service area. To ensure relevant legislation, regulations and policies are complied with.
To establish Waltham Forest as a platform for local enterprise and a thriving destination for local people and visitors

Full responsibility for development and production of engaging, safe and welcoming public programmes at Fellowship Square, co-created with diverse local creatives, communities and enterprises

To optimise commercial returns
To lead and manage the programme and production team at Fellowship Square. 

To develop and implement site-based processes for public programmes to achieve the Destination Strategy and deliver the agreed destinations goals: 

· Curating thriving diverse and inclusive destinations

· Creating Impact

· Driving footfall and engagement

· Growing our income streams

· Operating World Class Destinations  

· Delivering fit for purpose assets

To respond to the climate emergency


	Generic Accountabilities
	End Results/ Outcomes

	Provide advice and make recommendations based on up to date knowledge and analysis / evaluation of information.

Manage escalated or complex customer issues within the relevant area.
	Expert advice, information, interpretation and support are provided on the full range of technical / professional issues within the area of responsibility.

Issues are managed through to a satisfactory conclusion.
Risk to the Council is minimised.

	Contribute to the development of service plans to meet strategic business goals. 
	Strategic and operational input is provided to wider business planning and development.

Customer needs are identified.

Services meet legislative and policy requirements.

	Research developments in relevant area. Collate process and analyse information / data. Translate outputs into advisory reports / documents / actions as appropriate. 
	Relevant information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised.

Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

	Lead on the development, implementation, maintenance and management of systems, policies, procedures and / or standards within area of responsibility.
	Changes to systems, policies and / or procedures are identified and recommended.

All updates, amendments, developments are tested and approved prior to delivery.

Customers receive prompt, accurate policy / procedural updates.

Service standards are improved.

	Work closely with others to support/Manage the development and delivery of improvements in processes and procedures.  
	Identifies gaps in service provision/highlight policy issues and makes recommendations to resolve the issues.

Agreed improvements are developed, delivered and evaluated.

Issues and recommendations are brought to the attention of senior managers.

Benchmark against best practice authorities and center of excellence.

	Prepare and present a full range of reports (both standard and non-standard) covering area of responsibility.
	Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.

Evidence based recommendations are made.

	Manage a portfolio of Projects and Reviews.
Lead on specific projects as required.
	Projects are delivered to agreed specification, timescales and budgets.

Change initiatives are successfully integrated and implemented across all impacted service areas.

Value for money is achieved.

Ongoing savings secured.

	Co-operate with and support colleagues.
	Colleagues are supported.

Required information is provided.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.

	Job Specific Accountabilities:
	End Results/ Outcomes

	To establish Waltham Forest as a platform for local enterprise and a thriving destination for local people and visitors 

To maximise commercial opportunities
	Fellowship Square develops a reputation for excellent cultural experiences and contributes to the profile of Waltham Forest as a vibrant destination and successful delivery of the Destinations Strategy and business plan

Income is maximised

	To develop and produce engaging, safe and welcoming public programmes across the borough with good quality F&B

To use local producers and suppliers to deliver programmes

	Public and civic programmes delivered at Fellowship Square are safe, secure and compliant with relevant legislation, regulations and policies

Appropriate and accurate documentation is in place

Activity is accessible, inclusive and impactful and co-produced with our local communities and creative sector 

Visitors from all backgrounds and equalities groups are welcomed and footfall is maximised 

Income is maximised from the public programme and related activity and footfall is maximised

	To lead and manage the programme and production team. 


	Staff are well-managed according to corporate policies and frameworks

Contractors and suppliers are supervised effectively and deliver value for money

Community and local creative partnerships are managed effectively

Volunteers are welcomed, briefed and supported

	To work with the Engagement and Partnership Manager to create and build strong diverse local and regional partnerships and facilitate delivery and promotion of high-quality inclusive public programming


	Effective and diverse creative partnerships are built and sustained.

Creatives and communities are facilitated to deliver engaging and inclusive cultural activity in Fellowship Square

Events are well-attended and attendance reflects the demographics of the area



	To work with the Marketing Team to contribute to marketing and promotion of the programme reach diverse audiences
Ensure marketing team are up to date with events and public programme details
	Waltham Forest and Fellowship Square builds its reputation and brand with a compelling, unique and authentic culture offer

The programme is inclusive and reaches a wide range of internal and external stakeholders and communities Programme of events and activities is well publicised
Target audiences are achieved

	The impacts of events and activities are measured and reported
	Data is collected according to agreed target impacts

Data is reported 

Insight information is used to develop future programming

	To manage budgets and deliver value for money
	Public programmes are cost effective and deliver value for money 
Suitable measures are in place to evidence the economic and social value and return on investment  

Support the senior team with development of sponsorship agreements and external funding

Commercial activities are maximised and income targets achieved

	Respond to the climate emergency
	Carbon footprint for activity is minimised

Outcomes are delivered with an environmentally sustainable approach.


	Nature of Contacts 

Typically involves Heads of Service, and Senior Managers across the authority, and external agencies and organisations providing advice regarding 
May involve direct contact with members of the public.

Develop sensitivity, persuasiveness, and negotiation and assertiveness skills to communicate with diverse audiences in emotive circumstances.   Deal with people at all levels confidently, sensitively and diplomatically.

Deal with people at all levels confidently, sensitively and diplomatically.



	Procedural Context

	Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.

Decisions will be made based on Council procedures.
Occasionally the post will be expected to work from other locations



	Key Facts and Figures
Waltham Forest is a highly diverse outer London borough, the 82nd nationally most deprived out of 326 boroughs.  The Destinations Directorate is establishing and developing Waltham Forest as a platform for local enterprise and a thriving destination for local people and visitors and sits within the strategic Directorate of Place.

It is responsible for delivery of a range of assets including the stunning Fellowship square, award-winning William Morris Gallery and Vestry House Museum, delivering high quality community led culture and events across the borough, contributing to culture-led regeneration.  Key projects include the forthcoming reopening of the refurbished EMD cinema as Soho Theatre Walthamstow and the development of the Walthamstow Cultural Quarter.


	Resourcing
Budget Responsibilities: £500k with associated income targets of £100k rising to 250k over 3-5 years
Supervisory Responsibilities: Responsibility for freelance production team, Destination Visitor Hosts for event production and delivery team, contractors and suppliers.  Supervision of volunteers.
Reports to: Fellowship Square Site Director  

	Knowledge, Skills and Experience 

· Experience of delivering safe, compliant, inclusive and accessible public culture programmes and formal events in indoor and outdoor spaces, co-created and co-produced with diverse communities
· Knowledge of event related health and safety and risk assessments

· Entrepreneurial and commercially minded

· Commitment to equality diversity and inclusion across all activity

· Knowledge of Waltham Forest and its communities (desirable)
· Proven experience in building and managing relationships with key partners

· Excellent organisational, logistics and leadership skills

· Ability to work to deadlines and keep calm under pressure
· Experience of working with sponsors and funders
· Outstanding communication abilities, with the ability to work collaboratively across the directorate/council to maximise awareness of events and activities
· Experience of performance reporting and budget management 
· The ability to manage and motivate teams of staff and volunteers

· Behaves with integrity and honesty and acts confidentially where required

· Ability to influence and negotiate with external partners and clients

· Excellent interpersonal skills with the ability to establish trust and confidence at all levels and externally 
· Experience of operating in a political environment (desirable)


	Indicative Qualifications
Degree or equivalent or vocational qualification in relevant subject or area

Evidence of Continuous Professional Development

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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