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Job Description & Person Specification: 
 
Job Title:  Business Director 
Fee:        £160 per day x 3 days per week 
Place of work:  Moonshot Centre 
Responsible to:  The Trustees 
Line Manage: Communications Officer 
 Facilities Officer 
 Apprentice/Placement  
 
Purpose of the Position 
The postholder will ensure the smooth running of IRIE!’s Operations, 
providing stable structures and systems, while also adapting with flexibility 
and creativity to changing contexts. Fundraising will be integral to the role, as 
is representing the company with key stakeholders in relation to its 
operations, business management and mission. 
 
Duties & Responsibilities 

 Lead on a fundraising programme and producing funding applications 
to Private Sponsors, Local Authority, Arts Council England, Big lottery, 
Other Government departments, Trusts and Foundations etc., whilst 
maintaining working relationships with LBL and other funding bodies, 

 Develop robust monitoring and evaluation policies and practices, 
including the overseeing of submissions to London Borough of 
Lewisham (LBL) and other funding bodies/external agencies as 
required 

 Take responsibility for the finance strategy, ensuring the budget is 
consistent with the business plan, reporting against budget and 
updating regularly  

 Ensure appropriate contracts are agreed including negotiation of fees 
and compliance with basic legal requirements 

 Oversee the administration of human resource including the 
development of appropriate staff policies maintaining confidentiality in 
as necessary 

 Represent IRIE! externally on operational issues, and develop positive 
relationships with external stakeholders, including covering reporting 
requirements 

 Lead internal communications with all staff, and ensure there are 
robust systems to support regular communication 

 Ensure the Board is supported by a quality finance and company 
secretarial function including providing board reports, budgets, policies 
and relevant paperwork for board meetings as required by the 
Trustees, and ensure that filing and archiving of definitive Company 
records is undertaken 

IRIE! dance theatre 
Moonshot Centre,  

Fordham Park, Angus Street,  
New Cross, London SE14 6LU  

 
Tel: (020) 8691 6099  
Fax: (020) 8694 8464 

E-mail:  info@iriedancetheatre.org 
Web site: http://www.iriedancetheatre.org 
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 Maintain confidentiality in relation to personnel issues and always have 
regard to promoting and preserving the reputation of the company and 
its employees. 

 Undertake all duties commensurate to the post, upholding the values 
and integrity of the company  
 

Person specification 
 
Essential  

 Minimum of 5 years experience of leading on fundraising programmes 
including Private Sponsors, Local Authorities, Arts Council England, 
Big Lottery, and other Government departments, with successful 
income generation up to minimum of 5 figures  

 Minimum of 5 years experience of managing a Team 

 Extensive knowledge and experience of developing robust monitoring 
and evaluation policies and practices including the ability to collect, 
record and analyse statistical information  

 Possess a relevant finance qualification with a working knowledge of 
budget setting/management 

 Possess a HR Qualification or can demonstrate extensive knowledge 
and experience in this field, including the drafting/execution of related 
policies  

 Politically astute and aware of issues which affect local Voluntary 
Sector groups/organisations in London 

 Knowledge and experience of the duties required to support IRIE!  
Board of Trustees 

 Commitment to IRIE!’s Mission and Values.  

 Working knowledge of the Equalities Act 2010, and in particular how 
this may affect IRIE! Users and Staff 

 Maintain confidentiality in relation to personnel issues and always have 
regard to promoting and preserving the reputation of the company and 
its employees 

 Ability to communicate effectively at all levels  

 Excellent computer skills, including the use of Microsoft Office 
applications, database, and other relevant computing systems and 
controls 

 Undertake all duties commensurate to the post, upholding the values 
and integrity of the company 

 
Desirable  

 Knowledge of the dance sector 

 Knowledge of Building Management 
  
Personal Qualities  

 Ability to work flexibly as part of a team 

 Enthusiasm for change and new ideas 

 Ability to plan and organise own workload as well as others 

 Ability to work under pressure and to strict deadlines 
 


