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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 interested in applying for this role.  If 
you would like this information in another format, or if you would like to submit an 
application in an alternative format, please feel welcome to contact us. Please find 
an audio version of this job pack here.  
 
Email: info@independentdance.co.uk 
Phone: 020 7091 9650 
Deadline for applications: Tuesday 21 July 2026, 5pm (UK time) 
 
 

 

https://soundcloud.com/independentdance/sets/operations-development-manager-job-pack-audio-2026
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INDEPENDENT DANCE  
 
Independent Dance (ID) has been in existence for 40 years with a core mission to support 
artists working in dance and interdisciplinary practices by creating contexts for research, 
learning, dialogue and community building.   
 
We are a team of committed part time people with a wealth of experience.  The existing 
team consists of a Director (interim), who has been in post for 2 years (4 days per week), a 
Programme Coordinator (4 days per week), a Digital Communications Assistant (2.5 days 
per week) and a Module Leader for the MA/MFA Creative Practice: Dance Professional, 
that we run in partnership with Trinity Laban and Siobhan Davies Studios.   
 
We are a resident company at Siobhan Davies Studios in London, and we currently receive 
£74,000 as a NPO client of Arts Council England to deliver our programme. 
 
ID is currently embracing a period of review, as we prepare for the new 'case for 
investment' period that all NPOs will need to go through towards the end of 2026.  Our 
current funding with Arts Council England (ACE) takes us through to Spring 2028.  Part of 
this review includes preparing for new leadership in the autumn, ensuring a period of clear 
and consistent handover between the current Director and incoming senior leadership.   
 
As such, this Operations and Development Manager role is new for us and has been 
identified as the first point of change to complement the existing staffing provision, to work 
closely with the team as we prepare our case for investment, ahead of Director 
recruitment.     
 
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.  
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JOB DESCRIPTION  
 

Operations and Development Manager (3 days per week) 

 
Purpose / Summary of Role 
 
We are seeking an Operations and Development Manager to play a pivotal role in the day-
to-day operations of ID, at an exciting period of development for the company.   
 
This pivotal role will work closely with the Director, with the postholder leading on 
operations, finance and fundraising, to ensure ID's effectiveness, financial stability and 
long-term sustainability.   
 
You will oversee day-to-day operations and lead on the development of systems and 
processes in collaboration with the Director and the wider team.  Key responsibilities will 
include financial planning and reporting, supporting fundraising across trusts and 
foundations and other income streams, and updating/developing and maintaining 
operational systems and company policies.  
 
You will also contribute to organisational governance, HR processes, and stakeholder 
relationships, working with funders, partners and trustees. 
 
This is an opportunity to join a small, collaborative team, to continue to develop an 
ambitious and meaningful programme of work for the independent dance and 
interdisciplinary arts communities.  
 

Main areas of focus 
 
Operations  

• Oversee the development of operations to ensure that our team is supported and 
that our values are embedded 

• Support ID’s administrative and delivery activities, providing clear plans and 
priorities 

• Review all Independent Dance policies, in collaboration with the staff team and 
trustees, exploring improvements and making recommendations to improve, 
identifying collaborative and creative ways to make sure our policies are active 
and embedded 

• Lead on the edit/re-write policies, overseen by the Director  
 
Finance 

• Review financial management systems to ensure they are appropriate to the 
scale and ambition of the organisation and fit for purpose  

• Support the ongoing development of a new strategic plan, particularly identifying 
and making recommendations for financial planning and new business models to 
ensure our longer-term sustainability and resilience  

• Oversee the management of the online booking system (delivered by the 
Programme Coordinator) and financial reconciliations  

• Prepare Management Accounts and Annual Accounts in collaboration with the 
bookkeeper 
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Fundraising and income generation 
• Review strategies for fundraising and income generation and make 

recommendations for immediate development and fundraising, and long-term 
strategy 

• In collaboration with the Director, support the writing of funding bids with 
planning, narrative, partnership development and budgeting (this includes 
planning for the next round of ACE NPO application) 

• Manage ID's income generation strategy, including pricing structures, in 
collaboration with the Director and wider team 

• Work with Director to manage and report on funding grants  
 
Governance  

• Organise and attend ID Board meetings, including completion of minutes  
• In collaboration with the Director, create board reports for the quarterly meetings  
• Organise, in collaboration with the Director, and attend Board/Staff Board Away 

Days  
 
Compliance 

• Fulfil ID’s organisational responsibilities as an employer, business and registered 
charity through liaison with bodies including Companies House, Inland Revenue, 
Charity Commission, UK Border Agency 

• Manage ID’s licence as a government-authorised Sponsor of visiting international 
artists and arrange individual Certificates of Sponsorship for artists 

• Act as data protection officer (GDPR) for the organisation and ensure ID 
complies with GDPR regulations  

 
HR 

• Research and implement relevant professional development opportunities and 
training 

• Work closely and collaboratively with the Independent Dance team supporting the 
development of a collaborative and caring culture 

• Lead on staff recruitment, appraisals, development and training 

• Line-manage team members (to be confirmed)  
 
Evaluation  

• Oversee the work of the Programme Coordinator, who leads on evaluation at ID 
 
Organisational (all staff) 

• A commitment to anti-racism, social justice and anti-ableist practices and 
processes 

 
 

 

 



   
 

  
5 

PERSON SPECIFICATION  
 
Independent Dance is committed to anti-racist, anti-ableist and socially just ways of 
working. We particularly welcome applications from people who are currently 
underrepresented in the cultural sector, including people from Global Majority 
backgrounds, d/Deaf, disabled and neurodivergent people, LGBTQIA+ people, and 
people from working-class backgrounds. 
 
We recognise that there are many different routes into arts leadership and management, 
and that candidates may not meet every requirement listed in the person specification. If 
you believe you could make a valuable contribution to Independent Dance, we 
encourage you to apply. 
 
We are committed to making our recruitment process as accessible as possible. 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 in creating and maintaining appropriate operational systems and 
processes 

• Strong experience of financial planning and management across budgeting, 
cashflow and reporting, ideally within a charity, heritage or cultural setting  

• Proven track record in fundraising, including Trusts and Foundations and Arts 
Council England, and managing donor/funder relationships  

• Knowledge of income generation across multiple streams, including earned 
income   

• Experience contributing to policy development within an organisational context  
• Proven 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 and preparing quarterly reports  
• Prior experience of working within an NPO and of reporting to Arts Council England  
• A hands-on and agile approach, with an ability to balance strategic oversight with 

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

 

Desirable Skills 
• Experience across fundraising activity related to individual giving  
• Experience of initiating policy reviews within an organisational context  
• Experience of supporting strategic planning within an organisational context 
• Knowledge of the dance and interdisciplinary arts sector  
• Familiarity with financial/project management software 
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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 for this appointment.  
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 which equates to 24 hours per week including a 
lunchbreak. Usually office hours are 10am – 6pm. A regular working pattern is necessary 
given the frequency of public events hosted by ID and in order to interact with the team. 
Very occasional evening and weekend working may be required due to the nature of this 
role.  ID operates a Time Off in Lieu policy for time worked beyond the contracted 
amount. 
Flexible working arrangements can be considered. 
 
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). ID closes 
for two weeks over Christmas, which is offered in addition to holiday entitlement. 
After two years of service, additional holiday entitlement 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: In accordance with auto-enrolment, Independent 
Dance contributes pension through NEST for all eligible employees. Our employer 
pension contribution is 3% and an employee contribution of 5% (less tax relief) is 
also required. 
 
Staff Benefits: Free admission to the class programme at Independent Dance 
 
 
 
 
 
 
 
 

 

https://independentdance.co.uk/about/contact/
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HOW TO APPLY 
 
To apply for this role, please send the following information to 
info@independentdance.co.uk with 'Operations and Development Manager' in the 
subject heading, by Tuesday 21 July 2026, at 5pm (UK time). 
 

• A CV (up to 3 pages of A4) 
• An expression of interest letter (up to 1 page of A4) highlighting why you are 

interested in working with ID and why you might be a good fit for us 
• The CV and letter can be submitted in written or oral form (up to 5 minutes in total) 

• Shortlisted candidates will be invited for an online interview plus an in-person 'meet 
the team'  

• Interview questions will be sent in advance to the shortlisted candidates  
 
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. 
 
ID is committed to supporting representation from diverse communities in the creative and 
cultural sector. As this monitoring needs to be anonymous, please state in your written 
application if you wish to say that you identify as being from an underrepresented 
background in the creative and cultural sector. 
 
KEY DATES 

 
• Deadline for application 5pm Tuesday 21 July 
• Notification of interview by noon Friday 24 July 
• Interviews online, afternoons of Monday 27 or Tuesday 28 July 

• Informal meet and greet Team on Wednesday 29 July 
• Final decision by panel and notification to candidates on Friday 31 July by 5pm 

 

SELECTION PROCESS 
 
For the recruitment of this role, ID is committed to ensuring that: 

• All applicants who self-identify in their applications as being from under-
represented backgrounds in the creative and cultural sector and who meet the 
essential criteria for this role will be invited to interview 

• People who self-identify as being from under-represented backgrounds in the 
creative and cultural sector will be involved at every stage of the recruitment 
process, from job pack and job description design to being on the shortlisting and 
interview panels 

• Everyone applying has an equal experience when applying and attending for 
interview. If you wish to make us aware of any support required to apply, attend 
an interview or work with us, please write to info@independentdance.co.uk or call 
us on 020 7091 9650 

 
 

https://forms.gle/wYUXVuQmfXKzanyG7
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EQUAL OPPORTUNITIES 
 
To help us monitor our equal opportunities policy, we are asking applicants to complete 
our equal opportunities monitoring form above as part of the application. This is an 
anonymous form completed as a Google Form and is not used during the short-listing 
process. The information submitted is kept in the strictest confidence, following data 
protection requirements, and will only be used to monitor and analyse the progress of 
the organisation’s equal opportunity policy. 
 
Independent Dance’s full Equity and Inclusion Policy is available publicly at 
https://independentdance.co.uk/about/policies/ 
 
Independent Dance is an employer, a provider of services, a member of numerous 
communities and a purchaser of goods and services. Within this context, the 
organisation does not make any assumptions about the physical, social or cultural 
background, or other protected characteristics of its audiences, service users, actual or 
potential employees, collaborating artists, partners or service/goods providers. 
 
We recognise protected characteristics as being: race, ethnicity, gender or gender 
reassignment, marital status, parenthood, age, class or socio-economic status, sexual 
orientation, disability, religion or belief. 
 
With due regard to the Equality Act 2010, Independent Dance is committed to: 

• The elimination of unlawful discrimination, harassment and victimisation and other 
conduct prohibited by the Act by ensuring that that no potential or actual 
employee, recipient of the organisation’s services or participant in the 
organisation’s activity, receives less favourable treatment on the grounds of any 
protected characteristic, or is disadvantaged by conditions or requirements 
which cannot be shown to be justifiable. • advancement of equality of opportunity 
between people who share a protected characteristic and those who do not by 
ensuring the widest possible access to the organisation’s artistic work, as well as 
its facilities and services and within its workforce, ensuring that selection criteria 
and procedures for recruiting new employees or participants in the organisation’s 
activity be such that individuals are selected and treated on the basis of merit. 

 
 

DATA PROTECTION 
 
Data Protection Act (1998) and General Data Protection Regulation (2018) 
 
Information provided by you as part of your application will be used in the recruitment 
process. Any data about you will be held securely with access restricted to those 
involved in dealing with your application and in the recruitment process. Once this 
process is completed the data relating to unsuccessful applicants will be stored for a 
maximum of 12 months and then destroyed. 
 
If you would like to access your data or request that we delete, rectify or restrict 
processing of your data, contact Nicky Napier in her role as data protection officer for 
ID. If you are the successful candidate, your application form will be retained and form 
the basis of your personnel record. 
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Information provided by you on the equal opportunities monitoring form will be used to 
monitor Independent Dance’s equal opportunities practices. By submitting your 
application, you are giving your consent to your data being stored and processed for the 
purposes of the recruitment process, equal opportunities monitoring and your personnel 
record if you are the successful candidate. 


