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Wyldwood Arts General Manager  
Thank you for your interest in the role of General Manager with Wyldwood.  
 

 
Chat Back performance Lost & Found with University of Bristol  

 
‘Coming to this group has made me feel lighter about the past, I’ve been able to share my 
story and feel understood and not judged.’ 

Participant, Chat Back. 

About Wyldwood 

Wyldwood are producers of socially engaged performances and participatory projects. We develop 
and commission site specific ideas – working with established and emerging artists. We create theatre, 
dance, films and visual art performances and participatory projects that capture life themes in a unique 
and person-centred way. Since we began in 2014, we have worked with nearly 15,000 beneficiaries at 
workshops, performances and large-scale community events. 

Wyldwood is a peripatetic organisation. This allows us to be flexible with our work to meet the needs 
of people from a wide range of communities.  This wall-less approach has enabled us to take our work 
to Bristol, North Somerset, Herefordshire, Wiltshire, Gloucestershire and Worcestershire with our 
performances touring nationally. We collaborate with cross sector partners from the arts, education, 
voluntary groups and care sectors.  
 
As a CIC, we are able to generate a mixed source of income through commissions, earned income 
and charitable trusts. This allows us to be flexible with our approach to work and encourages a more 
sustainable model of operating. We specialise in co-creating with and for communities, 
intergenerational projects - including our flagship Chat Back programme, as well as a weekly youth 
theatre and commissions for one-off events including Bristol Refugee Festival & the Malvern Show. 
 
In 2015, we curated and produced the Festival of Ages for Alliance Homes - an intergenerational one-
day event in North Somerset. In 2016, Alliance Homes commissioned a further project, Switched On, 
a digital inclusion project using the arts to engage older people in media platforms, culminating in an 
A-Z of Digital Technology.  
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We produced Doing Things Differently in partnership with Bristol City Council and Diverse City in 
September 2016, bringing over 4000 to Castle Park and other Bristol venues to address equality in the 
arts. In 2016, we were finalists in the Creative Arts category in the 3rd sector Awards for our Chat Back 
programme at Monica Wills House in Bedminster, Bristol.  
 
From January – April 2017, we worked with the Hereford River Carnival Committee to develop their 
community engagement programme, engaging vulnerable young people to ensure their participation 
at the River Carnival in April 2017, establishing local Carnival Clubs. Reaching over one hundred 
people across the city during the clubs, we also led the procession on Carnival Day to a crowd of 
thousands. 
 
‘These are real people’s stories and it means so much to interpret them because they’re 
their words and stories being performed in front of them’.   

Audience, ‘Passing the Baton’. 

In May 2017, we produced an intergenerational festival for St Monica Trust at their Sandford Station 
community village in North Somerset.  Curating a series of creative intergenerational workshops that 
culminated in a celebration of various art forms including a visual arts exhibition, dance, drumming 
and theatre. A further partnership with St Monica Trust created ‘Reel Stories’ – an intergenerational 
film event in Bristol with young people from University of Bristol and older adults from North Bristol 
engaging them through film. We’ve also worked with Bristol based artists Open Attic in 2017, to 
programme a series of performances and workshops in four care homes. We also produced Elsewhere 
& Home, a visual arts project with art therapist Livy Powell across four rural care home settings, 
culminating in a curated touring exhibition of the artist’s and participants work – side by side. 

Thanks to Arts Council funding, our first production ‘Passing the Baton’ written by Mike Akers and 
devised with the community about the local Lydbrook Brass Band leader, reached over 1250 people 
during 2017 & 2018. We are currently in a R & D phase to tour Passing the Baton nationally to mining 
towns and colliery bands. Our current production, ‘May’ written by disabled artist/activist Phoebe 
Kemp, has reached nearly 1000 people across 2018 and 2019, and is still touring with current bookings 
at The Courtyard Centre for the Arts and Dorchester Arts.  

In 2018, Wye Valley River Festival commissioned ‘Passing the Baton’ & the delivery of their community 
engagement work. A new performance will tour Wye Valley River Festival 2020. We produce short and 
long-term projects; we are currently partners on a ground-breaking research project, with Sound Artist, 
Rob Olins, & Bath Spa University, into the impact music has on profoundly disabled children’s ability 
to communicate. We have a four-year commission with Forestry England to develop a series of 10 
Community Celebration projects across the Forest of Dean as part of their £2.4 million Foresters Forest 
programme and are delivering rural intergenerational projects across rural Herefordshire, funded for 
three years by Children in Need.   

Over 2019, we had an Arts Council Organisational Development grant which enabled us to have an 
Executive Director, responsible for embedding evaluation, processes and procedures. Allowing for 
more robust organizational structures and processes to support our growth.  As we move into 2020, 
we have been commissioned by Arts Council once again to deliver new projects and performances, 
including two new shows –  

• Time Tales - a collaboration to produce a family friendly, co-created community performance. 
• Grief Notes – a exploration into the loss of a parent as a young person commissioned by Hope 

Support Services, devised with young people. 
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We are delighted to be collaborating again with Mike Akers & Calling the Shots, on The Road, a site-
specific community engagement performance in Bristol, opening as part of the Totterdown Arts Trail. 

Partnerships include Travelling Light Theatre Company, Bristol Old Vic, The Courtyard Centre for the 
Arts, DragonBird Theatre Company, Cardboard Citizens, St Monica Trust, Forest of Dean Sculpture 
Trail, Many Minds, the Malvern Show, Ross Carnival and Bristol Refugee Festival. 

We believe everyone’s story should have the opportunity to be heard. By taking these stories, 
workshopping and celebrating them with the participants and a professional creative team, we illicit a 
sense of value, self-worth and pure joy to all of our beneficiaries.  We are committed to flexible and 
inclusive working practices; more information on our work, including films, can be found on our website 
and Vimeo site. 
 

About the Role 

Job Title    General Manager 
Salary    £30,000 per annum 
Hours    32 per week, over 5 days  
Reports to   Co- Directors 
Key Working Relationships  Co-Directors, Advisory Board, Marketing and Audience Consultant, 
Associate Producer, Artists 
Direct Reports   Freelance Project Managers, Marketing Assistant, Volunteers 
 
Job Purpose 
The General Manager will run the daily operations of Wyldwood. Working closely with the Co-
Directors to oversee the delivery of its projects, feeding into a long-term development strategy and 
managing the company to be able to move closer towards securing NPO funding in the next round.  

The General Manager will have a responsibility for working with our Development Director in 
diversifying our income, supporting with fundraising applications, report writing and seeking out 
possibilities for income generation. This is a new role within the organisation and will enable the Artistic 
Director to step back from day to day administration and operational duties to focus on our artistic 
and creative strategic development, enabling us to reach more audiences in communities from all 
backgrounds, due to the growing demand for our  work from audiences and venues. 

About you 

You will be committed, enthusiastic and passionate about socially engaged practice. You will have a 
sound, strategic understanding of the arts scene regionally and nationally, be a strong influencer with 
a sense of diplomacy.  A creative thinker, who is dynamic, self-motivated, able to spin several plates 
at once, you’ll be comfortable managing your own time and be able to prioritise a seemingly never-
ending to do list with a healthy sense of fun and composure.  
 
You will have ideally worked in a similar role and therefore understand the nature, and needs, of a 
fledgling arts organisation. You will have an exceptional eye for detail to be able to effectively and 
responsively oversee the day-to-day operation of Wyldwood - leading on Finance and Company 
management, Policies & Procedures, Governance, Human Resources and General Administration. 
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Passing the Baton at the Garden Café, for Wye Valley River Festival 2018 

 
You will be most happy multi-tasking across our range of projects, maintaining key strategic 
relationships - networking and promoting Wyldwood, championing our work within communities. 
Our wall-less structure means that you will have the ability to travel across the areas of our work.  
 
You will have an office studio at home or be happy to work remotely. You will have managed large 
budgets across multiple projects and commissions from a range of funders – statutory and private.  You 
are comfortable liaising with Companies House, solicitors and accountants - able to organise 
Wyldwood’s budgets and accounts in a timely manner, using your initiative to develop strategic 
approaches to new work and partnerships.  
 
You will have a keen eye for detail and the ability to communicate with a range of stakeholders - 
managing multi-faceted projects across a wide geographical area, with a visionary approach to 
socially engaged practice. 
 
Responsibilities  
The final job description and specific work plan will be finalised once the General Manager is in post 
and will be agreed in their contract.   
 
Company Management  

• Managing all freelance staff – contracting, HR and recruitment. 
• Managing the induction and training of new freelance workers.  
• Effective communication with the Directors to keep them informed of activities and 

operations at quarterly meetings. 
• Communicate regularly with all freelance staff, arranging regular team meetings to ensure 

we have a strong and happy freelance team. 
• Provide administrative support across the range of Wyldwood’s projects. 
• Oversee the use and effectiveness of company systems and identify needs. 
• Manage staff meetings + assemble minutes. 
• Collate internal documents and evaluations for reporting purposes. 
• Maintain participation and audience figures for reporting purposes. 
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Chat Back with Fair Furlong & Hartcliffe Nursing Home 

 
Financial Management  

• Managing budget cashflow, financial record-keeping, invoicing and credit control.  
• Preparing management accounts for quarterly Board meetings. 
• Preparing Annual Accounts with the Directors for our Accountants. 
• Day to day book-keeping and management accounts 
• Maintaining an overview of the Company’s current and projected financial position in 

preparation for trustee board meetings 
• Drafting annual budgets in collaboration with the Co-Directors 
• Supporting the Directors to seek out ways to fund the continued work of the company, 

including playing an active role in the preparation of funding applications.  
• Ensuring effective, timely and accurate reporting is met for funders 
• Actively monitor compliance with funders 

Governance and Legal  
• Ensuring our statistics and findings from projects are put to best use for future funding, 

across the website or on social media to promote our work, creating an Annual Report for 
stakeholders. 

• Report necessary information to Companies House 
• Preparing and distributing board papers for meetings 
• Attending Advisory Board meetings, taking notes and distributing minutes. 
• Ensure all relevant Policies and Procedures are in place across our work, ensuring we are 

inline with current legislation 
• Ensure the company has the correct insurance for its work 
• Oversee the DBS process and ensure all freelance staff are able to work with children and 

vulnerable adults 
• Working on Advisory Board development and skills audit 
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Marketing & Comms: 
• Working with the Marketing freelance team to ensure all external communications for the 

organisation are as vibrant, coherent and as professional.  
• Ensure all communications represent our values, ethos and culture for working. 
• Ensure communications are regular, timely, inline with GDPR 

 
Human Resources 

• Developing and updating company policies and handbook to stay up to date with best 
practice 

• Maintaining and updating Company policies and employment legislation 
• Collation and monitoring of company Equality Action Plan 
• Ensure all new project freelance staff have relevant Health and Safety documents. 
• Liaise with all staff to maintain and develop a company database. 

General: 
• Attend meetings and network on behalf of Wyldwood, advocating our work at cross sector 

events, actively raise our profile, seeking out new opportunities and partnerships.  
• Regularly attend Wyldwood events and its projects to support the freelance staff team. 
• Carry out any other reasonable duties that may be requested from time to time. 
• Take overall responsibility and accountability for all administrative functions 
• Provide support in the day-to-day running of the organisation, undertaking day to day 

administrative duties as required.  
 

 
Youth Theatre  

‘Thank you for your note. Although it is us that should be thanking you - you have done so 
much with them all since you started the group. Sophie has really enjoyed it and has learnt 
so much. I never would have imagined all the different experiences they would have when 
they started. The performance yesterday was great - really very impressive. Thank you!’ 

Youth Theatre parent. 
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Person Specification and Experience 
 
Essential work experience 
 

• At least 5 year’s experience in an arts administration role, with senior management 
involvement, for at least 2 out of 5 of those years, or experience of managing a company. 

• Extensive knowledge of the UK independent arts sector, particularly socially engaged work 
and work with artists and disabilities. 

• Proven experience of engaging a wide range of audiences through various means, and 
building new audiences. 

• Excellent administrative, IT, project management skills across a range of platforms and 
packages. 

• Knowledge of company/charitable law and accounting 
• Experience of organisational strategy and developing new ideas and systems.  
• Experience of fundraising, securing and reporting to a range of funders - Arts Council 

England, local Authorities, Trusts and Foundations, Individual Giving, Business Sponsorship). 
 

Essential Personal Specifications 
 

• A demonstrable commitment + desire to support the delivery of high-quality engagement 
experiences co-created with the community. 

• Positive, friendly and approachable manner – with a ‘can-do’ attitude.  
• Excellent communication and people skills.  
• Self-motivated, able to manage own work load and use initiative when needed. 
• An ability to connect easily with people of all ages, with sensitivity and empathy. 
• Reliable, punctual and well-organised. 
• The ability to act professionally & consistently, with a beady eye for detail. 
• Boundless enthusiasm, with an ability to inspire and motivate others 
• Understanding of Governance, Companies House and working closely with a Board  
• Demonstratable experience of fundraising and understanding of funder reporting 
• Experience in Financial Management, Accountants and Company Accounts 
• IT Literate, with a good working knowledge of a range of packages and systems 
• Full Clean Drivers Licence 

Desirable: 

• Knowledge of current intergenerational and socially conscious arts best practice 
• Knowledge of touring theatre   
• Experience of marketing 
• Knowledge of Xero bookkeeping system 
• An understanding of the benefits and impact that the arts can produce when addressing a 

social need 
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Details 

Reports to 
The role will report to the Co-Directors and Advisory Board, working closely with the Associate 
Producer, Artists and other freelance staff. 
   
Hours & Pay  
The role is a fixed contract that will run for 6 months - dates to be confirmed with the candidate. 
There will be a probationary period of 3 months. The start date can be negotiated for the right 
person. It is likely the position will be extended if further funding is secured.   
 
The fee for the contract is £12,00 based on 32 hours per week, equivalent to £30,000 pro rata.   
 
This will be paid monthly, upon receipt of an invoice.   
 
The General Manager is responsible for their own tax and National Insurance contributions.  Expenses 
will be covered additionally, as agreed in advance with the Co-Directors and Board.  
 
The contract is offered on a freelance only basis and is not eligible for Holiday Pay.  Occasionally, 
additional hours may be required during heightened periods of activity. As this is a fee-based role, 
there is no overtime payable and any additional hours are to be taken as time off in lieu when first 
authorised by the Co-Directors, and at a later date, as mutually agreed.  
 

Other 
 
This role is a home-based role with attendance at various locations for projects, events & meetings.  
 
This role may require weekend and evening commitment to deliver the role. The successful 
candidate will be subject to an enhanced Disclosure check. 
 

How to apply 
 
Send a CV and a covering letter, telling us why you’re the right person for the job, and Wyldwood.  
 
Please outline how you meet the Person Specification and Experience, evidencing your ability and 
capability to do the role (preferably as a single PDF, maximum 4 pages of A4 total).    
 
We strongly suggest you refer to the Job Description when writing your application. We welcome 
applications that detail this information in other forms (eg. video); please contact us if you have any 
questions.   
 
Send your application to hello@wyldwoodarts.co.uk by Monday 11th November 2019, 12pm, with 
the subject title ‘General Manager’.   
 
Please include the details of two referees. 
 
Interview date:   Week beginning Monday 18th November. 
Venue:   TBC 
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More information on our work, including films can be found on the website www.wyldwoodarts.co.uk  
 
WYLDWOOD is an equal opportunities employer. We recognise the value of diversity in the 
workforce and actively encourage applications from those with less visibility in the arts.  
 
Wyldwood Arts is committed to flexible and inclusive working practices.  
 
For a casual chat and more details regarding on this role contact Rachel Adams, Artistic Director on 
07877 581 740 or rachel@wyldwoodarts.co.uk  
 
Thank you again for your interest in the role and good luck, 
 
Rachel, George & Livy. 
 
 

 
Chat Back with Made in Bristol 

 
 
‘This has been a deeply profoundly and prayerful experience’. 

Participant, Chat Back. 
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October 2019. 


