
 

 

Job information pack 
General Manager (Maternity Cover) 

July 2022 to March 2023 
 

 
 

“We want to work with people who want to change the world”  

- Rebecca Manson Jones, Spare Tyre Artistic Director (Joint CEO) 

"It was a unique, multi-sensory experience. Our members and support 

workers fed back that they felt they were part of the experience and 

never seen anything as engaging and accessible." - Michelle Kitch, 

Kingston Mencap 

“Spare Tyre has fearlessly explored difficult territory, ahead of these 

issues being talked about more widely in mainstream discourse.” 

- Elizabeth Lynch, Arts Producer & Theatre Research Fellow Birkbeck 



 

Introduction 

What is in this job pack: 

1. About Spare Tyre 

2. A day in the life of our General Manager 

3. Job description 

4. Person specification 

5. How to apply 

This pack is also available as an audio track. 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
1. About Spare Tyre  

 
Hallo! 

Spare Tyre is a leading participatory theatre company that seeks to reflect 

society, challenge its prejudices and make life equal. 

We create theatre with people who are under-represented in arts and 

culture and society’s decision-making at large. Built on more than 40 years 

experience, our work is participatory, collaborative, immersive, taboo-

busting and above all responsive to the passions and talents of the people 

who make it.  

Our projects visit traditional arts venues, community centres, care homes 

and online spaces. Meanwhile, we run and amplify creative campaigns that 

reflect the values and passions of our artists and participants.  

We want to work with more people to create theatre exploring the pressing 

issues of our time, such as the climate crisis, disability rights and social 

justice.  

Spare Tyre is intersectional by nature, anti-racist, inclusive, experimental 

and planet-loving by choice. We are committed to working inclusively with 

people from all backgrounds and a range of creative practices.  

Our current creative partnerships are with groups supporting:  

• women who have experience of violence and abuse  
• learning disabled and neurodivergent people  
• people living with dementias and their carers.   
• participants who experience long term health conditions, including 

long COVID. 

 

Inclusive Recruitment 

If you would like to access this pack in an alternative format, or would like 
to make an application in a video format, please let us know by 
emailing: rose@sparetyre.org or calling our office on 0208 692 4446 (ext. 
273) or calling/ texting 07598 142 058. 



www.sparetyre.org 

 

Some words we like to use to describe Spare Tyre include... 

 

 
 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 



 
 

2. A day in the life of the General Manager 
 

I started with Spare Tyre exactly 2 years ago, during a time of great change 

so I’m sure this ‘day in the life’ will be very different to one previously! 

Spare Tyre has a small core team which expands during production 

periods and always involves a variety of amazingly talented freelancers.  

The day might begin with a scan of your email inbox and check the 

calendar for any meetings or big tasks planned. You will be the first point of 

call for facilitators and artists working on the participatory projects, which 

requires quick actions in the case of illness, travel issues etc, so having 

contingency plans, such as moving the delivery online, at the ready is very 

useful.  

Next up, you might be working on a fundraising application to secure a 

grant for one of the projects. This is always a collaborative process 

between the core team with everyone providing feedback and supporting 

each other. After all, we all want the applications to succeed! 

After a tasty lunch from one of the local Deptford eateries (if you’re working 

at the office you’ll see that Deptford is brilliant!), you might have an online 

meeting with one of the networks we’re part of, for instance What Next? 

Lewisham (which we co-convene). One of the benefits of the last few years 

has been the increase in networking opportunities through online meetings. 

I’ve been able to meet and chat with so many local, and further afield, 

creatives and peers which has been invaluable for gaining the wider 

context of participatory arts.  

The next part of your day might involve some bookkeeping, such as 

processing invoices and running payroll. We have a paperless system of 

storing our accounts which combines HubDoc and Quickbooks. An 

attention to detail is essential to this part of the role, and ensuring that 

accurate records are kept. Having a keen interest in data and analysis of 

feedback is also really helpful, and we’re always looking for new and 

innovative ways to collect and present the info.  

If you’re interested in being adjacent to inspiring, creative activity while 
supporting artists with efficient and friendly administrative responsibilities, 



this is the role for you! You’ll be joining a team that is genuine in its focus, 
reliable in its fairness, and infused with a touch of rebelliousness. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Job description 

Salary: £31,470 per annum (pro rata) 

Contract: Approximately 8 months July 2022 to March 2023. Exact start 

date in July is flexible to facilitate a handover period. 

Responsible to: Artistic Director (Joint CEO) and Executive Director (Joint 

CEO) 

Hours: 28hrs (4 days) or 35hrs (5 days) per week (our office is open Mon–

Fri, 9am–6pm). Please let us know if you have a preference for 4 or 5 days 

per week in your application. 

Place of work: Our office at The Albany, Douglas Way, Deptford, SE8 

4AG. Some work from home will be possible, as well as occasional support 

at performance and project venues.  

Holiday entitlement: 33 days per annum (inclusive of 8 statutory holidays). 

It is anticipated August will be a quiet month for the company so if you have 

holidays booked for this period, please do not let this deter you from 

applying.   

Pension entitlement: 5% employer contributory pension with 5% 

employee contribution 

This role will be offered subject to a successful DBS check. 

Whilst this is an office-based role the postholder will occasionally be 

required to work outside these hours in the evenings and weekends, to 

facilitate the project work of the company. At these times the company 

operates Time Off in Lieu (TOIL). 

Main purpose of Post 

The General Manager (Maternity Cover)  

is responsible for managing Spare Tyre’s operations. Duties include 

administration, office management and day-to-day finances. In addition, 

they support fundraising, help build relationships with potential partners, 

and work with the CEOs to raise Spare Tyre’s profile in the arts sector and 

beyond.  

 



Major Duties and Responsibilities 

• Managing the smooth running of the Spare Tyre Office 

• Overseeing day-to-day finances including bookkeeping and 

management accounts 

• Working alongside the Executive Director to support fundraising 

activities 

• Strengthening Spare Tyre’s links with charities, educational 

institutions and arts companies 

• Acting as lead organiser for What Next? Lewisham (which Spare Tyre 

convenes) 

Finances 

• Making day-to-day payments, book-keeping, invoicing and banking 

using the company’s accounting software 

• Preparing quarterly management accounts for circulation to the Board 

• Issuing contracts for all freelance and part-time staff 

• Processing payroll and pension contributions 

• Supporting the Executive Director to create organisational budgets as 

required 

Office Management 

• Managing day-to-day administrative and office functions, including 

office equipment, stationary and petty cash 

• Ensuring the office is maintained to support a good working 

environment 

• Overseeing the company’s computer systems, database and IT 

facilities requirements in conjunction with Silvercloud, our IT support 

providers 

• Communication with our landlords, The Albany 

Company Management 

• Supporting the CEOs to ensure that the Company acts in accordance 

with all statutory and legal requirements including reporting to the 

Charity Commission, Companies House, health and safety, insurance 

and pensions 

• Organising DBS checking for Spare Tyre staff, freelancers and board 



• Arranging board meetings and taking minutes 

• Updating the company diary and holiday schedules 

• Respond to in coming communications to Spare Tyre, both email and 

telephone 

• Ensuring effective communication with Spare Tyre stakeholders 

including patrons, trustees, artists, volunteers and participants 

Fundraising 

• Contributing to evaluation reporting to funders, including Arts Council 

England’s annual submission 

• Working alongside the Executive Director to research and support 

fundraising activities, and create small project funding proposals and 

applications 

• Supporting delivery of fundraising events 

Project Management 

• Lead tour-booking for touring activities including to care homes, day 

centres and community venues 

• Leading on collecting and collating monitoring statistics for inclusion 

in reporting processes 

• Working closely with CEOs and freelance producers and artists on 

documenting all forms of feedback from artists, participants, partners 

and audiences 

• Contributing to and supporting evaluation processes 

• Acting as project co-ordinator for What Next? Lewisham, a network of 

local artists and organisations which Spare Tyre convenes 

• Working with the CEOs to strengthen links with other arts 

organisations, charities and educational institutions 

General 

• Being a committed member of the company willing to take on a wide 

range of responsibilities as necessary to ensure the successful 

development of projects and the smooth running of this small-scale 

organisation 

• To undertake training as requested by Senior Team 



• To represent the company at meetings, seminars, conferences and 

other public networking forums  on behalf of Spare Tyre 

• This Job Description will be reviewed on a regular basis to ensure 

that the company’s needs are being met 

Key tools we use: Microsoft Office (Word, Excel, etc.), Outlook, 

SharePoint, Quickbooks, HubDoc, Lamplight, Zoom, Campaign Monitor 

 

Key principles   

The General Manager (Maternity Cover) will work with us to ensure that the 

following key principles run throughout the project:  

Inclusion and Access - actively engaging and promoting Spare Tyre’s 

inclusive, intersectional, anti-racist ethos, including in recruitment of team 

members and supporting their inclusion needs and those of our guests and 

participants.  

Sustainability – ensure that materials and suppliers used in the project are 

sourced and delivered ethically, sustainably and are of the standard 

required for the project.  

Safeguarding – familiarise, be inducted and then implement Spare Tyre 

safeguarding policy, code of conduct and ethos, undertaking training where 

required. 

 

BPCA participant and Yolande Bramble-Carter in We Will Be Happy Here (c. Patrick 

Baldwin) 



4. Person specification 

Essential 

• Demonstrable interest in theatre and/ or creative arts 

• Experience of working with people from a broad range of 

backgrounds and communities 

• Highly organised with excellent administrative skills 

• Experience of day-to-day financial procedures and systems 

• Experience managing office systems 

• Excellent communication skills, both written and spoken 

• Experience working within a busy team to meet individual deadlines 

• Excellent attention to detail 

• A willingness to work occasional flexible hours and travel as 

necessary 

• Understanding of collaboration and working in partnership with other 

organisations and artists 

• Commitment to safeguarding and advocating for the creative case for 

diversity 

Desirable 

• Knowledge and experience of theatre and creative arts 

• Understanding of the issues affecting people with learning disabilities/ 

older people/ women who have experienced violence and/ or other 

marginalised groups 

• Experience in collecting data to produce reports 

• A working knowledge of current employment and company law 

• Experience managing work experience placement students and 

volunteers 

• Experience booking tours of theatrical productions 

 

 

 

 



 

 Breaking the rules in We Will Be Happy Here (c. Patrick Baldwin) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. How to apply 

Schedule 

Application deadline: 5pm, Monday 30 May 2022 

Interviews: Wednesday 8 and Thursday 9 June 2022. If a second interview 

is required, this will be on Monday 13 June 2022. 

To apply please send your CV and a covering letter (no more than one side 

A4) or video (no more than two minutes) explaining what you could bring to 

Spare Tyre in this role to Rose Chorlton (General Manager) at 

rose@sparetyre.org. 

Spare Tyre is intersectional by nature, anti-racist, inclusive, experimental 
and planet-loving by choice. We are committed to building a diverse 
workforce and welcome applications from individuals from all backgrounds.  

If you require this pack in an alternative format, or would like to make an 
application in a video format, please let us know by emailing: 
rose@sparetyre.org or calling our office on 0208 692 4446 (ext. 273) or 

calling/ texting 07598 142 058. 

Please also complete the Diversity Monitoring Form, which is unattributed 
and will be separated from other documents at point of receipt. All 
expressions of interest will be dealt with in confidence.  
 
Please mark clearly at the top of your application that you are applying for 

the General Manager (Maternity Cover) role and get in touch if you need to 

submit your application in another format for accessibility reasons. 

For further information 

We are happy to talk through the job description and process over the 

phone. For an informal conversation or to ask questions about this role, 

please email john@sparetyre.org or call 07598 142 058. 

 


