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Job information pack  
Development and Operations Manager 

November 2022 to April 2023 (6 month position) 

 

“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  
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Introduction  

What is in this job pack:  

1. About Spare Tyre  

2. Job description  

3. Person specification  

4. How to apply  

This pack will also be available as an audio track.  

Jasmine Shigemura Lee in We Will Be Happy Here © Patrick Baldwin  
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1. About Spare Tyre   

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

society, challenge its prejudices and make life equal.  

We create theatre and participatory arts 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 settings 

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

reflect the values and passions of our artists and participants.  

We work with 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.  

 
We are an Arts Council England National Portfolio Organisation 2023-26 

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: 
adam@sparetyre.org or calling our office on 0208 692 4446 (ext.  273) or 
calling/ texting 07598 142 058. 

 



 4 

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

 

2. Job description  

Salary: Approximate £39 - 40K per annum pro rata. £10,350 up to 3 days 
per week for approx. 6 months. 
Immediate or phased in start to April 2023. 

Equivalent freelance contract can be agreed if you prefer. 

Responsible to: Artistic Director & CEO  

Hours: We are keen to enable flexible working for the right person.   

Place of work: Remote working options are possible supporting 

regular attendance in our accessible offices in The Albany, 

Deptford, London, SE8.  

Holiday entitlement: 7.5 days in the period (plus the statutory public 
holidays that fall in the period) unless working as freelance consultant, in 
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which case holiday pay will be reflected in the freelance rate. The Albany 

offices are closed over the Christmas period. 

Pension entitlement: 5% employer contributory pension with 5% 

employee contribution for PAYE contract. Freelancers are 

responsible for their own pension arrangements. 

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

The post  

The Development and Operations Manager is a new temporary role 

which will suit someone who is looking to step up to senior management 

in the next 6 months to a year. The role has been created whilst we 
undertake a Theory of Change process to determine the roles we need 

within Spare Tyre to achieve our creative and inclusion mission. You will 
work closely with the Artistic Director & CEO, Rebecca Manson Jones, 

and our salaried team of General Manager and freelance Producer. You 
will also interact with our powerhouse of creative freelances, the Board 

and our Theory of Change consultant. 
 

This role is an important part of the future of the company, for a capable 

and experienced arts and culture professional able to show their 

commitment to our values. You could have a solid background in producing 

and/or fundraising or you might have lots of experience in senior roles and 

stepping back into work after a break. You will have a track record of 

negotiating and stewarding key stakeholder relationships.  

 

Key tasks during the tenure:   

 

Stakeholders 

● Contributing to our new NPO arrangement with Arts Council England, 

supporting the Artistic Director, Theory of Change consultant and the 

Board of Trustees. (Deadline 20 January) 

● Quarterly ACE and key stakeholder reporting,  

● Working with the Artistic Director/CEO to sustain and develop 

external partnerships, 

● Attending external events and deputising for the AD on occasion in 
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person and online. 

 

Governance 

• The Artistic Director holds the titular responsibility of Company 

Secretary. The Development and Operations Manager will oversee 

the smooth running and administration of the company secretary 
role (eg reporting to Companies House), updating the governance 

database, (supported by the General Manager). 
● Modelling Inclusive Board management, ensuring timely production 

of papers, minutes and inclusive Easy Read documents with the 

General Manager. 

 

Recruitment 

● Lead on the recruitment process of the new post-holder once the 

Theory of Change process is concluded. 

● Handover to the new Executive lead.  

 

Business Development 

• Support the Artistic Director and Theory of Change consultant with 

creation of the 2023/24 Business plan (deadline end Jan) 

• Overseeing and guiding the Producer on tourbooking 

 

Finance 

● Supervision of part-time book-keeper and liaison with freelance 

finance advisor to produce management accounts and cash flow 

forecasts for quarterly board meetings 

● Maintenance of core operating budget and updating of all other 

budgets 

● Second sign off on weekly and monthly payment according to fees 

and salaries schedule and suppliers invoice etc. 

 

Development 

• Fundraising to achieve targets in the 2023/24 business plan  

• Developing a fundraising and income generation strategy to support 

our 3 year mission 2023-2026 

 

Operations 
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● Line management of the General Manager on executive and 

administrative tasks (GM is a maternity cover role until Feb/Mar 23), 

● Ensure website is kept updated and assist with social media (shared 

between the team depending on skill and capacity). 

● Ensure Health and safety, insurance, GDPR and other legal 

compliance. 

● Ensure that we put into practice measures to make the company 

sustainable e.g. Green Book and Julie’s Bicycle reporting 

● All Spare Tyre representatives are expected to sign up to our 

embedded safeguarding policy and to undertake training as 

necessary. 

 

Other duties as may from time to time be required (we are a small team 

and a hands-on company) within the part-time capacity. Occasional 

evening and weekend work may be required for which TOIL (for PAYE) 

may be taken. 

 

 

3. Person specification  
 
Essential experience:   

• Running of small arts organisations, touring theatre or similar,  

• Understanding of Arts Council England’s ‘Let’s Create’ strategy and how 

it applies,  

• Confident running finances of small organisation and budget 

management 

• Board reporting and charity governance,  

• Networking to advocate for the company, comfortable to bring your 

networks and make new connections, 

• Working as a Producer in theatre 

• Fundraising and reporting to funders,  

• Managing key stakeholder relationships,   

• Equality, diversity & inclusion as a core practice & ethos   

 

Desirable experience   

• Experience of participatory arts and/or work within disability arts or older 

people’s arts, 

• Marketing and understanding of GDPR 
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• Creating and embedding strategy for Equality, Diversity and Inclusion,  

• Skills in complementary areas such as business, third sector or 

community work. 

Essential skills & qualities   

• Understanding the value of participatory arts, 

• Good all round team-worker; leading, following, and supporting, 

• Proactive, collaborative, and pragmatic approach, 

• Confident at managing goals and deadlines,  

• Effective negotiator, 

• Confident to ask good questions, 

• Positive attitude and approachable,  

• Thinking and collaborating with creatives.   

 

Key principles   

The Development and Operations Manager will work with us to ensure that 

the following  key principles run throughout the company:   

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

Baldwin) 

4. - How to Apply  
 
Your application/expression of interest should reach us as 
soon as is practical. 
 
Please write a letter of about 1000 words on one side of A4, 
outlining: 
● Your experience and how it relates to this role, the skills, and 

qualities we are looking for. 
● Your interest in our work and what you can bring to it. 
And submit alongside a professional CV of no more than 2 sides of 
A4. 
● Include two referees that we can contact after an offer for 

Safeguarding purposes. 
● If you would like for access reasons to apply using an alternative 

format, you can send us a video or audio application of 5 minutes 
which contains all the information above. 

Access- we know that quick recruitment can discourage people with access 
requirements (whether that is disability, a freelance job or tech week, or 
caring responsibilities). If that is you, please email us and let us know of 
your interest, and we will discuss with you a reasonable period for you to let 
us have your application. 

Application deadline: we welcome applications at any time. We need to 
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appoint as soon as possible, so we will be meeting people who appear 
suitable within the next two weeks (with the exception of the access rider 
above). 

Interviews: ongoing, with an aim to appoint someone who can start in late 
November/early December 

Please send your application or access expression of interest to 
info@sparetyre.org:  

Please also complete the Diversity Monitoring Form, which is unattributed 
and will be separated from other documents at point of receipt. All 
applications/expressions of interest will be dealt with in confidence.  

Please mark clearly at the top of your application that you are applying for 
the Development and Operations Manager role and get in touch if you need 
to submit your application in another format for accessibility reasons. 
 

 

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

Spare Tyre, The Albany, Douglas Way, Deptford, London, SE8 4AG Charity Number 
273418. Company Number 1301049 


