
JOB DESCRIPTION & CRITERIA
	SECTION ONE

	Service Unit: Commercial & Economic Development, Kettering Borough Council 


	Post Title:
Cultural Projects Implementation Manager
Requirement:   88hrs per month 
                          (3 days per week)  

	

	SECTION TWO

	Responsible to: Head of Commercial & Economic Development
Responsible for: Client-side project implementation and delivery support related to key cultural-led regeneration projects within Kettering 


	

	SECTION THREE – Overall purpose of job

	The Council have secured match funding towards two key projects, totalling over £8m which supports our cultural-led regeneration plans over the coming four years. These extensive capital improvements are aimed at supporting the delivery of our Town Centre vision to be a vibrant place at the heart of the community that is characterful, distinctive and fun.

Acting as a Creative / Cultural Producer this resource will work closely with service leads, GLaM and HSHAZ(as defined within PART2 Specification) project managers to ensure service needs are met and integrated across both projects. The expectation is this resource will act as the main point of contact for GLaM within the Council and facilitate the client-side needs accordingly to ensure timescales are met. Additionally, this resource will support the HSHAZ project manager by acting as lead facilitator for the Cultural Consortium which will involve engaging and coordinating the Cultural Consortium, leading the design and programming for a funding application, as well as, facilitating the delivery implementation should this funding application be successful. 

Acting as the Council responsible officer for;

· Client-side Lead Cultural Project Contact 

· Cultural Consortium coordination and facilitation

· Key Stakeholder relationship management 

· Lead bid writer and content manager for Cultural programme funding application 

· Delivery management against project milestones (including terms related to external grants) 

· Implementation & Delivery; assessing opportunities and requirements surrounding communication, PR, branding and strategic visioning for future service delivery



	

	SECTION FOUR – Principal Responsibilities

	Represent the Council and act as client-side lead for two cultural-led regeneration projects; HSHAZ Cultural Programme and GLaM

Work with a range of stakeholders to review and explore and develop new cultural and creative activity which supports Kettering’s cultural-led regeneration plans.  

Be outward looking in approach by benchmarking opportunities and researching across sectors to inform and shape idea generation 

Utilise project management skill-set to support the implementation of cultural-led activity within Kettering 
Proactively challenge existing delivery to identify opportunities for innovation and improvement to utilise the full potential of resources and deliver excellent outcomes for customers.

Must Haves

· An innate interest in the creative, cultural and historic sector 

· Experience with project implementation of creative and cultural projects.

· Experience working with a wide variety of stakeholders

· Highly organised and exceptional time management skills

· Experienced funding bid writer and leading on bid content 

· Creative flare and experience of developing PR campaigns 
· Display flexibility and adaptability to the changing needs of a growing service offering

General

1. Prepare bids and contribute to negotiations with external funding agencies to secure funding for council initiatives and ensure compliance with contract conditions during delivery.
2. To support the development and implementation of the annual Service Plans
3. To prepare reports on relevant matters to formal and informal Council meetings, as appropriate.
4. To ensure compliance with all Council policies particularly Health and safety and Equal Opportunities.
5. To assist the Head of Service in maintaining a durable budget.
6. To implement and champion Equality and Diversity across the Service area, promoting social cohesion and including across the full range of activities.
This job description is intended as a general guide to the duties attached to the post and is not an inflexible specification. It may therefore be altered from time to time to reflect the changing needs of the Service Area; always in consultation with the post holder.



	

	SECTION FIVE – Main levels of contact

	Internal:  

All services; all levels; Councillors; Senior Management Team; Corporate Management Team
External contacts: Company directors and managers, professional advisors, county and district councils, Local Enterprise Partnerships, Universities, town centre, market towns and rural partnerships, voluntary sector. 



	

	SECTION SIX – Special features of the post

	This role will involve occasional working outside of normal office hours in order to attend meetings and events.
This role may involve hot-desking.


	

	SECTION SEVEN

	Job Description prepared by: (Manager) Rochelle Mathieson 
Approved by: (Personnel) ……………………………………………

Agreed by: (Post holder) ……………………………………………..


	Date 06 October 2010.

Date ……………………..

Date ……………………..




