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Chapter Arts Centre 
Market Rd 
Cardiff 
CF5 1QE 

April 2016 
 
 
 
Dear Colleague,  
 
Thank you for your interest in the post of General Manager of Taking Flight. 
  
In this pack, you will find some general information about Taking Flight, along with more detailed 
information about the company, the role, a job description and a person specification.  
 
If you’d like to apply for the post, please email beth@takingflighttheatre.co.uk for the  application 
pack including  cover sheet and the equal opportunities monitoring form and then send them to 
us, along with your CV and letter of application. Please refer to the job description and person 
specification in your letter, telling us why you are interested and what skills and experience you 
would bring to the company.  
 
Completed applications (cover sheet, CV, covering letter and equal opportunities form) should  
also be e-mailed to beth@takingflighttheatre.co.uk  Please note, in line with our environmental 
policy, we are only handling applications electronically.  
 
The closing date is 12 noon on 18th May 2016. We’ll confirm receipt of your application by e-mail. 
 
We hope to hold interviews on Friday 27th May 2016 in Cardiff. Please let us know, on the 

application cover sheet, whether you would be available for interview on that date so that we can 

be aware in plenty of time if we may need to make alternative arrangements for any short-listed 

candidates.  

If you would like an informal chat before you apply, or need more information about the company, 
please contact me by email:  beth@takingflight.co.uk or call 07785 947823 during office hours. 
 
We look forward to hearing from you and thank you again for your interest.  
 
 
 
 
Beth House    
Creative Producer   

mailto:beth@takingflighttheatre.co.uk
mailto:beth@takingflight.co.uk
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General Manager: About the Role 
 

This is a new fixed-term part-time post, funded by Arts Council Wales in order to assist Taking 
Flight to develop its infrastructure, increasing the sophistication of its financial and management 
procedures and ensuring that its administrative functions are robustly able to support the 
company’s creative vision. We will be hoping to secure sufficient funding to make the role 
permanent in the future, but for the moment we are looking for someone with a “Can Do” 
attitude, who can bring commitment, flair and practical skill to a flexible, sometimes chaotic but 
inclusive working environment for a twelve month period. 
 
 

About the Company 
 
Taking Flight Theatre Company (TFTC) is a company limited by guarantee and a registered charity, 
currently housed in Chapter Arts Centre in Cardiff. Established in 2008, TFTC is rapidly growing in 
terms of artistic output and quality and it is time now for the company to consolidate the work of 
the past eight years so that we can move forward in a sustainable and stable manner. 
 
Our mission is to build exciting, innovative and quality theatre productions and projects by putting 
inclusion at the heart of the creative process, pushing the boundaries of creative access and 
challenging and surprising audiences.  
 
Taking Flight Theatre aims:  

 To create high quality touring theatre and outreach projects which are diverse and 
inclusive; which challenge perceptions of disability and disabled people by increasing the 
visibility of disabled professionals in the arts in Wales 

 To work towards a truly accessible theatre scene in Wales and beyond and 

 To ensure a sustainable future for the company 
 
We believe that: 

 Theatre has the power engage and empower the audience and performer; to incite 
change, to stimulate debate, independent thought and confidence. It can also be a way of 
transforming society helping us build our futures rather than just waiting for it to happen.  

 Engaging in theatre activity should be an enjoyable, enriching experience. It should entice 
its’ audience and participants back for more.  

 Access is a right not a privilege – all people have an entitlement to be able access the arts 
in a way that ensures a quality experience for all; as an audience member, a creative or a 
participant.  

 Disabled people have the right to access opportunity to develop and utilize their creative, 
artistic and intellectual potential, not only for their own benefit, but also for the 
enrichment of society.  
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Our Work 
 
Outdoor theatre 
An annual summer Shakespeare tour, featuring an inclusive cast of D/deaf, disabled, non-disabled 
and sensory impaired professional actors with full creative access, audio description, tactile and 
sensory costumes and props and a blend of British Sign Language, Visual Vernacular and Sign 
Supported English embedded into the heart of the production. Productions currently tour to 
accessible outdoor sites of Welsh cultural heritage, with additional performances in Bristol.  We 
will be touring Romeo and Juliet in 2016. 
  
Work for schools / younger audiences  
Matthew Bulgo’s play Real Human Being was commissioned by Taking Flight in partnership with 
Disability Wales and is a piece of Forum Theatre. It was initially funded by UK Home Office and 
aimed at tackling the growing problems surrounding Disability Hate Crime. It is a full day 
programme featuring an inclusive cast. It tours to Year 9 pupils in schools across Wales, visiting 
upwards of 3000 young people each autumn and is funded until 2017. 
 
In 2017 we are planning a tour of You’ve Got Dragons, an adaptation of the children’s book by 
Kathryn Cave, which will be aimed at young D/deaf and Hearing Impaired, blind and Visually 
Impaired children and their friends and families.  
 
Training 
Biannually, we run continuing professional development (CPD) for D/deaf and disabled artists and 
non-disabled artists who are interested in working inclusively or with groups of disabled people. 
Participants are further supported through placements under the supervision of a mentor and 
subject to rigorous evaluation and assessment. TFTC support facilitators at every stage to ensure 
they leave the programme ‘work ready’. TFTC also offers CPD to students at a number of Welsh 
Universities.  
 
Outreach and engagement 
TFTC runs an extensive outreach and community engagement programme in three distinct 
strands: 1) Outreach accompanying the tours; 2) Bespoke workshops and residencies  and 3) 
Inclusive performer training for Higher Education Institutions 
 
Exploring best practice  
Breaking out of the Box explores best practice in inclusive arts and TFTC hosts annual events which 
bring together venues, practitioners, companies and audience members to explore, discuss, 
debate and evaluate the inclusive arts scene in Wales.  
 
 

Where the money comes from 
 
Productions are funded by an ACW touring grant supplemented by support from Welsh 
Government trusts and foundations, private donations, income from tickets, in-kind support and a 
great deal of volunteer effort. The Real Human Being programme is fully funded by a Welsh 
Government grant. Outreach and engagement work is funded by workshop fees, grants, donations 
and voluntary effort and the Training activities are funded by ACW training grants, fees, donations 
and in-kind support. All of the charity’s activities are sustained by an ethos of partnership and 
collaborative working. 
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Taking Flight Theatre Company 
 

General Manager 
The role and contractual details  

 

Job Title:  General Manager 

Reports to:  The Creative Producer 

Responsible for:  The post carries no line management responsibilities at present, but will 
have responsibility for coordinating and overseeing any office based 
volunteers 

Main purpose of role:  responsible to the Creative Producer for organising and coordinating office 
operations and procedures and providing a range of administrative and 
financial functions that support the smooth running of the Company 

Salary:  £14,508 per annum (based on a full time salary of £24,180) for 3 days per 
week (see hours below) 

Term:  The post is offered as a part time position for a fixed term of twelve 
months.  For the right candidate, the post could become permanent 
should sufficient funding be secured.  The post will be subject to a three 
month probationary period. 

Hours:  22.5 hours per week, specific working pattern to be agreed. The hours 
could be worked over five days or on specific days. Some flexibility in terms 
of working pattern would be helpful in order to accommodate project and 
production schedules, and this could involve some evenings and weekends.  
This can be discussed with applicants invited to interview. 

Holidays:  20 days per year, plus the 8 recognised bank/public holidays (on a pro rata 
basis). 

Period of Notice:  3 months (The notice period during the probationary period is 1 month)  

Residence: The successful applicant will be required to provide documentation under 
the Immigration, Asylum and Nationality Act 2006.  

References:  All offers of employment are subject to the receipt of two references that 
are satisfactory to Taking Flight.  

Location:   The post-holder will be expected to live within easy travelling distance of 
the company’s base in Cardiff. 
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Job Description 
 
Company Administration  
To take responsibility for implementing the administrative and management procedures which 
underpin the Company’s operations.  This includes: 

 Board and meetings: working closely with the Creative Producer, to arrange meetings, prepare 
and circulate papers and take minutes of Board and Sub committee meetings in accordance 
with agreed schedules;  to arrange rooms and catering for meetings and take minutes of 
company / project meetings as required. Liaising with Board members outside of Board 
meetings when appropriate.   

 Statutory and Monitoring Reports: To prepare information for the Trustees’ Annual Report 
and for Monitoring Reports required by funders and other agencies 

 Production support: to book travel and accommodation for touring teams, facilitators etc and 
to provide general support to the Creative Producer in liaising with venues and touring teams 
on the road 

 Personnel: To maintain the company’s personnel records and  assist in recruitment / HR 
processes including compiling recruitment packs, placing recruitment adverts, registering and 
monitoring applications, compiling Equal Opportunities Monitoring data, liaison with short listing 
panels, arranging interview schedules, contacting applicants, drawing up standard contracts and 
processing Residence / work permit and DBS checks, Access to Work paperwork etc. 

 
Finance  
To take responsibility for the day to day finance function 

 Management accounts: working closely with the Creative Producer,  assist in the preparation 
of annual and project budgets, prepare quarterly management and end of year accounts in 
collaboration with The Treasurer 

 Payroll: administer payroll and complete statutory tax returns; 

 Day-to-day finances: undertake all day-to-day financial transactions, including bank 
reconciliations, cash-flow monitoring, recording and making payments, recording and banking 
income, raising and monitoring invoices, managing petty cash 

 Compliance: Ensure compliance with the financial reporting requirements of funding and 
other grant giving bodies 

 Fundraising : this will include researching appropriate grant giving bodies, submitting 
applications, and supporting the Creative Producer and Artistic Director by collating 
information for applications that they submit. 

 
Office Administration 
To take responsibility for the day to day office functions, including the development and 
implementation of effective systems 

 Systems: To develop and maintain all office systems, including incoming and outgoing mail, 
ordering stationery and supplies: to advise the Creative Producer on improvements and 
systems development 

 Premises and Equipment: To take responsibility for ensuring that the company’s premises and 
office equipment are appropriately maintained and serviced;  to ensure that all office fixtures, 
fittings and equipment (telephone system, broadband, photocopier, computers etc) function 
effectively and to liaise with contractors and suppliers as necessary 

 IT: To manage the IT back-up system 
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Person Specification  

ESSENTIAL  
Experience  

 Experience of the preparation and monitoring of budgets and of the production and 
presentation of financial reports  

 Experience of delivering successful fundraising campaigns   

 Experience of administration in a busy, creative arts environment  
 
Knowledge and Skills  

 Excellent communication skills and confidence in the use of digital technologies 

 The ability to develop, maintain, and strengthen partnerships with others inside or outside 
the organisation 

 Knowledge of sound financial practice, procedures and systems and awareness of relevant 
legislation.  

 Demonstrable organisational and administrative skills, and the ability to establish routines 
and systems 

 Understanding of the broad range of administrative functions, including Human Resources, 
marketing  and audience development and Business / Strategic Planning   

 Ability to plan and organise own workload, meet deadlines and work under pressure on 
own initiative when required 

 Knowledge of the publicly funded / voluntary sector and an understanding of the not-for-
profit environment and of the role of Boards of Management  

 
Personal Attributes  

 Highly motivated, proactive in developing own ideas and delivering high quality work  

 An understanding of and commitment to diversity and inclusion  

 Logical approach to problem-solving and the ability to anticipate the implications and 
consequences of situations and take appropriate action  

 A good team player 

 A sense of humour 
 
 
DESIRABLE  

 Experience of theatre administration, including contracts, industry regulations, common 
working practices  

 Experience of committee/board servicing and of taking minutes  

 Experience of policy development  

 Experience of assisting in the development of Strategic / Business Plans  

 Hold a full, clean driving license 

 Ability to speak Welsh and / or another foreign language 
 
 

 

 


