
   
 

 

 

Hubbub Theatre Company  
Producer | Recruitment Pack 

 
This is an exciting opportunity for an ambitious and passionate Producer 
who will bring their own strategic ideas to Hubbub with the hope that we can 
grow the position into a senior role within the company. Hubbub Theatre is 
at a very exciting point of development, thanks to Elevate funding which has 
had a hugely positive impact on the company. As we look ahead 
opportunities for learning disabled artists to train, create and perform have 
never been championed and supported as much as it is presently. We 
believe the right producer will be able to harness this critical moment to 
carve an exciting trajectory for Hubbub and their own career development.  
 
Introduction  
Hubbub is in an exciting phase of organisational development, facilitated in 
part by Arts Council England’s Elevate funding, an endorsement of the 
company’s success to date and future facing ambition.  
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We have also recently been successful in obtaining Arts Council England 
funding for the creative development of a new project The Drum.  
 

The Drum 
The Drum will see us creatively collaborate with Helen Baggett from Gecko, 
(the international physical theatre company, based in Ipswich) to develop a 
new touring production. This project will also allow us to actively disseminate 
our integrated methodology and develop and share our increasingly 
ambitious artistic opportunities in theatre for people with learning disabilities 
in the East Midlands. 
 
Through this project, and with our ever-strengthening reputation for 
accessible and effective actor training for adults with learning disabilities, we 
also aim to increase our training and theatre touring profile, our 
administrative resilience and our sector influence by successfully joining 
ACE’s National Portfolio in 2022. 
 
Governance and Staffing  
Hubbub is constituted as a Charitable Incorporated Organisation. It is 
overseen by a non-executive Board of Trustees, chaired by Clare Limb, Head 
of Dance Development and Learning at Déda. Day-to-day management is 
delegated to the Artistic Director and the current staff team includes four 
part time freelancers (rising in number around productions and events). 
 
Equal Opportunities 
Hubbub is a committed to an equal opportunities policy in its employment 
practices with the aim of ensuring that everyone who applies to work with us 
receives fair treatment. To help us to achieve this we ask that you please 
complete the monitoring form enclosed with the application pack. This 
information will not be used as part of the recruitment process however we 
do ask on the application form if you have any access needs for interview. 
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Producer Role | Job Description  
We are looking for an ambitious, enthusiastic and organised individual to 
take on the role of  Producer. The Producer will be integral to the company’s 
success in this exciting period of organisational growth and in the smooth 
and successful delivery of The Drum project.  
 
As an organisation committed to the development of producers in the 
cultural sector, opportunities for career development will be offered as 
integral to this role, in particular a mentorship with one of our partner 
organisations, Told by an Idiot, (delivered by their Executive Director). Our 
aim is to equip a committed professional to become a core part of our small 
team as we move ahead with our ambitious and exciting plans. 
 
Please find below a job description and a person specification below to help 
you with your application. 
 
Key Responsibilities  
Working with the Artistic Director the Producer will:  
 
Strategic Development 

• Support the implementation of the organisation’s overall strategy and 
business plan, initially up to July 2020.  

• Support all fundraising research and operations including applications 
to trusts and foundations, sponsorship, Arts Council and other funding 
sources. 
 

Finance and Administration  
• With the Finance Manager, manage the organisation’s overall 

expenditure, ensuring it is in line with agreed budgets.   
• To liaise with funders and partners on monitoring and evaluation and 

financial reports as required. 
• To support on all major contractual arrangements including statutory 

agreements, partnership arrangements and contracting of staff and 
freelancers  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• To ensure that all Hubbub policies are regularly updated and reviewed 
by the Board, to generate new policy for approval as needed and that 
procedures are followed and implemented at all times.   

• To maintain adequate insurance policies and to ensure that Hubbub 
upholds the highest standards of health and safety procedures.   

 
Governance   

• To assist the Board to develop its membership. 
• To service the Board of Trustees through the provision of clear and 

accurate papers and documentation so Trustees are able to make 
informed decisions. 

• To attend all Board meetings, to provide adequate reports to the Board 
in good time for meetings and prepare all information/logistics 
necessary. 
 

Stakeholder Management and Advocacy   
• To manage the relationship with all stakeholders sponsors and funding 

bodies, in particular Arts Council England and Derby City Council as 
principal funders and ensure all obligations of funding are fulfilled.   

• To be a public advocate for Hubbub and the wider learning disability 
theatre sector including representing the organisation at sectoral-
related events as appropriate. 
 

Team Management and HR 
• To inspire and work with all staff to maintain and develop effective 

management and employment policies and practices encouraging and 
supporting high standards of work from actors, participants, creative 
associates and employees.   

• To ensure that the best practice in terms of equal opportunities and 
the mainstreaming of diversity and inclusion is at the heart of the 
organisation  

• To undertake line management responsibilities where appropriate, 
including supporting the recruitment and development of volunteers  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Marketing 
• In collaboration with the Artistic Director and Marketing and Audience 

Development Co-Ordinator, support the development of the ongoing 
relevant organisational marketing and PR strategy.  

• To ensure ongoing effective brand development for the organisation 
and its programme. 

• To support the development of the organisation’s digital capacity and 
presence. 
 

General   
• To carry out general management duties to ensure the effective 

day to day running of the company. 
• To support the company as required, consistent with the role of  

Producer, as and when agreed, with the Artistic Director and/or 
required by the Board of Trustees.   

 
Accountability and Management  

• The Producer will be accountable to and will be managed by 
the Artistic Director and the Board of Trustees.  

 
Person Specification  
The  Producer will have a track record of success in project management and 
collaborative work in within a small arts organisation or similar. The 
appointed post-holder will also be expected to have budget management 
experience and meticulous attention to detail.  

The post requires a calm, organised individual with a naturally collaborative 
nature, a sense of humour and a desire to carve out an exciting career. A 
self-motivator who resonates with our values:  

Commitment | to the company and its values and work. Commitment to 
your personal well-being and that of the team and our company to ensure 
safe and effective practice throughout the company. 

Integrity | speaking honestly about successes and challenges personally 
and as a company. Having the courage to speak about challenges and seek 
support as needed. Kindly challenging others where needed. 
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Collaboration | working as a team – giving and receiving support as needed. 
Listening and valuing all the people we work with. 

Creativity | an openness to new ideas, ways of working and the skills to put 
ideas effectively into practice. 

Kindness | compassion for ourselves and others, care in how we 
communicate and work, an environmental awareness as an act of kindness 
to our planet. 

In short listing and interviewing candidates, the panel will be looking for the 
following essential and desirable criteria: 

 
 

 
Person Specification 

 
Essential Desirable 

 A degree/higher level qualification in an arts subject 
or 3 years plus practical experience  in a theatre/arts 
organisation context 

x  

Demonstrable experience of (arts based) project 
management 

x  

Experience of working in a cultural organisation and 
managing project delivery and evaluation 

x  

Strong understanding, knowledge and experience of 
the public sector funding environment including 
working in partnership with local authorities and 
Arts Council England 

x  

Demonstrable successful experience of fundraising 
and income generation   

x  

Understanding of the challenges and opportunities 
for artists and people with learning disabilities  

 x 
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An understanding and experience of diversity and 
equality policy and practice and a desire and ability to 
advocate for it 

 
x 

Proven experience of budgeting, budget management 
and financial reporting   

x 
 

Experience of risk assessment, management and 
mitigation   

 
x 

Excellent networking and stakeholder management 
skills with a collaborative and partnership style of 
working   

x 
 

Ability to manage effective internal and external 
communications   

x 
 

Experience and knowledge of audience development 
strategy and implementation 

x  

An understanding and awareness of arts marketing 
and PR   

 x 

Demonstrable experience and effectiveness in social 
media strategy and implementation 

x  

Competent IT skills including Excel spreadsheets x  
Excellent verbal and written communication skills x  
Direct experience of general management, office 
management or consistent and objective drive project 
management 

 x 

Interest in learning and dissemination and generating 
means to promote learning in sector and beyond 

 x 

The ability to self-start and self-manage 
 

x  

Excellent interpersonal skills and a good team player 
 

x  

Experience of working in inclusive contexts 
 

 x 
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Terms and Conditions 
 

Job Title: Producer  
 
Salary:  £20,000 P.A - 4 day week. Fixed term, 12 month 

contract initially with an aim to extend (dependent on 
funding). There will be a producer training and 
development programme attached to this post. 

 
Hubbub Theatre Company works a 4 day week in line with our Wellbeing 
Policy and commitment. This allows for flexible working where needed. The 
salary is for 4 days per week. 
 
Responsible to:  Artistic Director/CEO and the Board of Trustees   
  
Hours:  This is a full time position in our 4 day a week 

company – approximately 30 hours per week - with 
extra hours required during busy periods, with TOIL 
given in recompense.  
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Normal office hours are 9.30am – 5.30pm with a 
lunchbreak. There may be a requirement to 
work occasional evenings (for Board Meetings etc).  
 

Pension Auto-enrolment via NEST with 3% employer and 5% 
employee contribution. 

 
Location This role will be based at the Hubbub Theatre 

Company’s Office, Déda, 19 Chapel Street, Cathedral 
Quarter, Derby, DE1 3GU, with some opportunity to 
work remotely.   

 
Probationary Period: A one-month probationary period. during which 

seven days’ notice is required on either 
side. 

 
Notice Period:  Once past the six months probationary period a one 

month’s notice period applies. 
   

Application Process  
Please read the Job Description and Person Specification carefully.  
 
Applications should be made by submitting the application form, explaining 
what attracts you to this position and in no more than two sides of A4, 
evidence of your ability to meet the criteria outlined above.  
 
In addition, please include your CV and complete the equal opportunities 
form. 
 
Please address your application to Jen Sumner Artistic Director; 
info@hubbubtheatre.org no later than midday on Thursday 25 July 2019. 
 
Should you require a large print version of this pack or have other access 
needs, please contact us on: info@hubbubtheatre.org and we will assist. 
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Dates:   
Deadline for applications:  Thursday 25 July 2019 at 12pm, midday  
Successful applicants will be notified about receiving an interview on Friday 
26 July 2019 

 
Interviews:     Thursday 01 August 2019  

at Déda, 19 Chapel Street, Derby, DE1 3GU 
If face-to-face interviews are not possible due to Edinburgh commitments 
etc, Skype interviews will be offered. Please notify us of this when confirming 
availability.    

 
For more information about the company please visit our website 
www.hubbubtheatre.org or request a longer information pack from: 
info@hubbubtheatre.org 
 
Informal chats with Jen Sumner, Artistic Director, are also welcomed pre-
application on 01332 374 665. 
 
 

 


