Independent Dance

INDEPENDENT DANCE

Candidate Pack:
Operations and Development Manager

Independent Dance is recruiting for an Operations and Development Manager
(3 days per week).

This pack includes information for candidates

The pack is available in other formats, please see our website for more information.
You can submit an application in another format.

Email: info@independentdance.co.uk

Phone: 020 7091 9650

Deadline for applications: Tuesday 21 July 2026, 5pm (UK time)

INDEPENDENT DANCE
Siobhan Davies Studios, 85 St George’s Road, London SE1 6ER
www.independentdance.co.uk |info@independentdance.co.uk | 020 7091 9650
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INDEPENDENT DANCE
Independent Dance (ID) has been in existence for 40 years.
Our core mission to support artists working in dance and interdisciplinary practices.
We create contexts for research, learning, dialogue and community building.
The existing team consists of:

e Director (4 days per week)

e Programme Coordinator (4 days per week)

e Digital Communications Assistant (2.5 days per week)

e Module Leader for the MA/MFA Creative Practice: Dance Professional
ID has an office at Siobhan Davies Studios in London.
We receive £74,000 from Arts Council England.
ID is currently embracing a period of review.
Our funding with Arts Council England (ACE) takes us through to Spring 2028.

The Operations and Development Manager role is new for ID.

For more information about how we work and what we do, please explore
https://independentdance.co.uk/

You can also view our profile as a registered charity on the Charity Commission site.



JOB DESCRIPTION

Operations and Development Manager (3 days per week)
Purpose / Summary of Role

The Operations and Development Manager is a pivotal role for ID.
You will work closely with the Director.

The postholder will lead on operations, finance and fundraising.

Key responsibilities will include:
e Financial planning
e Financial reporting
e Supporting fundraising
e Updating and maintaining operational systems and company policies

You will also contribute to:
e Organisational governance
e HR processes
e Stakeholder relationships

Main areas of focus

Operations
e Development of operations, ensuring values are embedded
e Provide clear plans across administration and delivery
e Review Company Policies, leading on editing and rewriting of policies

Finance
e Review financial management systems
e Make recommendations for financial planning and new business models
e Management of online booking system and financial reconciliations
e Prepare Management Accounts and Annual Accounts

Fundraising and income generation
e Review strategies for fundraising and income generation
e Support the writing of funding bids
e Manage ID's income generation strategy
e Report on funding grants

Governance
e Organise and attend ID Board meetings
e Create board reports for quarterly Board meetings
e Organise and attend Company Away Days

Compliance
e Fulfil ID’s organisational responsibilities as an employer
e Manage ID’s licence as a government-authorised Sponsor of visiting international artists
e Act as data protection officer (GDPR)



HR
e Research and implement staff training
e Contribute to the collaborative and caring culture at ID
e Lead on staff recruitment, appraisals, development and training
e Line-manage team members (to be confirmed)

Evaluation
e Oversee the work of the Programme Coordinator, who leads on evaluation at ID

Organisational (all staff)
e A commitment to anti-racism, social justice and anti-ableist practices and processes



PERSON SPECIFICATION

Independent Dance is committed to anti-racist, anti-ableist and socially just ways of working.

We welcome applications from people who are currently underrepresented in the cultural sector.

If you believe you could make a valuable contribution to Independent Dance, we encourage you to

apply.

If you require information in an alternative format or any adjustments during the application or
interview process, please let us know info@independentdance.co.uk

Essential Skills

Experience creating and maintaining operational systems and processes
Experience of financial planning and management

Track record in fundraising,

Knowledge of income generation

Experience contributing to policy development

Ability to ensure compliance across HR, governance and legal areas
Experience managing staff and working within a team

Experience working with a Board of Trustees

Experience of working within a National Portfolio Organisation

An ability to balance strategic oversight with delivery

Commitment to anti-racism, anti-ableism and social justice

Desirable Skills

Experience with fundraising from individual giving
Experience of initiating policy reviews

Experience of supporting strategic planning

Knowledge of dance and interdisciplinary arts sector
Familiarity with financial and project management software



TERMS OF EMPLOYMENT
Job Title: Operations and Development Manager
Reporting to: Director

Salary: £38,000 per annum at 3 days per week, pro rata (0.6) equivalent.
Permanent.

Remote working is not considered appropriate.
Flexible working arrangements can be considered.

For information about the accessibility of the building, please
see https://independentdance.co.uk/about/contact/.

Working Hours: This is a 0.6 post (24 hours per week including a lunchbreak).
Usually office hours are 10am — 6pm.
ID operates a Time Off in Lieu policy.

Location: Regular place of work is Independent Dance’s shared office at
Siobhan Davies Studios (SDS), 85 St George’s Road, London, SE1 6ER.

Holidays: 16.8 days of annual leave per year (28 days pro-rata at 0.6).

Plus, ID closes for two weeks over Christmas, which is offered in addition to holiday entitlement.
After two years of service, additional holiday accrues at a rate of one

day per year up to a total of 30 days per year (Full-time equivalent).

Probation period: 3 months

Notice period: 1 month following probation period

Workplace Pension Scheme: Independent Dance contributes pension through NEST. Employer
compensation contribution is 3%

Employee contribution of 5% (less tax relief) is required.

Staff Benefits: Free admission to the class programme at Independent Dance


https://independentdance.co.uk/about/contact/

HOW TO APPLY

e ACV (upto 3 pages of Ad)

e Aletter (up to 1 page of A4) saying why you are interested in working with ID

e The CV and letter can be submitted in written or oral form (up to a maximum of 5 minutes in
total)

e If you are shortlisted, you will be invited for an online interview

e Interview questions will be sent in advance to the shortlisted candidates

e You will also be invited to an in-person 'meet the team', which will be informal

Send the above information to info@independentdance.co.uk

Put 'Operations and Development Manager' in the subject heading of your email.
Send us your application via email by the Tuesday 21 July 2026, at 5pm (UK time).

Please also complete our online Equal Opportunities Monitoring form here:
https://forms.gle/wYUXVuQmfXKzanyG7

The form is anonymous and separate from your application, in line with equal opportunities practice.

Please state if you wish to say that you identify as being from an underrepresented background in the
creative and cultural sector.

KEY DATES

e Deadline for application 5pm Tuesday 21 July

e Notification of interview by noon Friday 24 July

e Interviews online, the afternoons of Monday 27 or Tuesday 28 July

e Informal meet and greet with the ID Team on Wednesday 29 July

e Final decision by panel and notification to candidates on Friday 31 July by 5pm

SELECTION PROCESS

For the recruitment of this role:

e Selected applicants will be invited to interview.

e If you self-identify as being from under-represented background and meet the essential
criteria, you will also be invited to interview.

e People from under-represented backgrounds are involved at every stage of the recruitment
process.

e If you want support to apply for or attend an interview, please email
info@independentdance.co.uk or call us on 020 7091 9650

EQUAL OPPORTUNITIES and DATA PROTECTION

Please email ID info@independentdance.co.uk or call us on 020 7091 9650 and we can talk you
through our Policies.
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