
 
 
Job Pack 
Project Manager, Last Dance 
 
One Year Fixed Term Freelance Contract (with option to extend for a second year) 
Fee:  £18,000 (minimum 120 days, worked flexibly across the term) 
Deadline for Applications: 10am, Tuesday 29 August 2017 
 
Introduction  
 
Lighthouse is seeking a committed and energetic individual to help deliver Last Dance , 
a new programme that examines the creative and social impact of the decline of club 
culture. Taking place across the next 12 months in clubs, music venues and other 
cultural spaces in Brighton and across the UK, the project aims to explore new ways to 
make, share and experience underground music.  
 
Last Dance  is led by Elijah, Lighthouse’s Associate Artistic Director, and founder of 
influential grime label, Butterz. The project is funded by Arts Council England’s Change 
Makers fund, which aims to increase the diversity of senior leaders working in the arts.  
 
This opportunity is ideal for someone looking to develop their programming and 
curatorial skills, as they work closely with Elijah to plan and deliver the Last Dance 
events programme. The skills and abilities required for the role may have been 
developed outside of a paid professional context, such as volunteering, work experience 
and personal projects.  
 
Lighthouse welcomes applications from all areas of the community and from individuals 
with experience gained across a wide range of sectors such as education, community 
youth projects, underground music promotion or production, or training in creative 
technology. For this role we particularly welcome applications from black and minority 
ethnic individuals, who are currently underrepresented in the visual arts sector. 
 
About Lighthouse  
 
Lighthouse is an arts and digital culture agency that connects new developments in art, 
technology and society. We produce commissions, exhibitions, events, education and 

http://butterz.co.uk/


professional development schemes in our own venue in Brighton and in partnership with 
others nationally and internationally. Lighthouse is part of Arts Council England's 
National Portfolio of Organisations (NPO).  
 
For details of the role see Schedule 1: Task Specification. 
 
Schedule 1: Task Specification for Project Manager, Lighthouse 

 
The Project Manager will undertake the following duties: 
 

● Work closely with the Associate Artistic Director and wider staff team to support 
the development and delivery of the project.  

● Manage the project activities and public-facing events, including talks, workshops 
and performances. 

● Support the recruitment of speakers, workshop leaders, and other contributors, 
and manage associated relationships and contracts. 

● Coordinate outreach to youth organisations and young people, working closely 
with the relevant partners and other external organisations. 

● Be a key point of contact for the partner organisations, venues, participants and 
teams involved in the project. 

● Act as the first point of contact for new enquiries. 
● Provide support to the young people and other contributors involved with the 

project.  
● Support the Associate Artistic Director in ensuring that the projects are 

monitored, documented and evaluated, as required by funders and other 
stakeholders. 

● Manage finance processes related to the project, in liaison with the Senior Team 
and book-keeper. 

● Assist the Lighthouse marketing team with documenting the project, including 
obtaining images and information relating to the project and programme 
activities. 

● Ensure high standards of customer service in all interactions with the public, and 
represent the organisation externally as required. 

● Work in accordance with Lighthouse’s Health & Safety Policy and Equality & 
Diversity Policy. 

● Carry out any other duties as reasonably required by the Senior Management 
Team. 

 
 



Knowledge and experience 
 
Essential skills/experience: 

● Experience of working collaboratively on the development and delivery of 
creative and/or cultural projects, such as workshops and live events. 

● Good working knowledge of club culture and the music industry, with an interest 
in genres such as grime and garage. 

● Proven experience of working successfully in a team, and with the public. 
● Good organisational and IT skills, including Microsoft Office and Excel. 
● A strong interest in digital technology, social media, and online platforms for 

producing, learning, sharing and marketing. 
● Experience of administration and budget management. 
● Flexible approach and available to work around project timelines. 
● Ability to take ownership of tasks and ensure problems are resolved quickly and 

effectively, with excellent attention to detail. 
● Excellent communication skills in person and online, including confident use of 

social media. 
● A strong commitment to increasing diversity, access and inclusion in the arts and 

cultural projects, and to providing equal opportunities.  
 
Desirable skills/experience: 

● A background of working in education and/or development and delivery of youth 
arts projects. 

● Experience of working with young people aged 16-25 from disadvantaged 
backgrounds, such as those who are not in employment, education or training.  

● Experience of coordinating contributors, such as artists, partners and venues.  
● Experience of project management in a professional context. 
● Experience of financial reporting and contributing to reports for funders. 
● Experience of supervising staff, sub-contractors and/or volunteers. 
● Experience of using project management and team collaboration software to 

manage communications, actions, budgets, schedules and other project 
materials (such as Basecamp, Slack, Dropbox and Google Apps). 

● Knowledge of workplace health and safety regulations. 
 
Place of Work  
The offices of Lighthouse – 28 Kensington Street, Brighton - will be the primary place of 
work. Some activities will be carried out at other sites and venues in Brighton and other 
parts of the UK, including at clubs and live music venues, community centres and 



partner organisations. Remote working may be carried out on occasion, in negotiation 
with the Associate Artistic Director.  
 
Hours of Work 
This will be a fixed term contract for services and working hours will be determined by 
the contractor in order to carry out the task specification to the required schedule, in 
negotiation with the Senior Management Team. Standard office hours are 9.30am-6pm, 
but occasional evening and weekend work may also be required. 
 
Reporting 
The Project Manager will report to the the Associate Artistic Director. 
 
Equal Opportunities 
Lighthouse is an equal opportunities employer and we welcome applications from all 
members of the community, especially those that are currently under-represented within 
cultural organisations. 
 
How to Apply 
Interested candidates should send their submission by completing the online application 
form which can be found here , and on the Lighthouse website. 
  
The deadline for submissions is 10am, Tuesday 29 August 2017. No late applications             
will be accepted.  
  
There are two stages in the application process: 
 1.     Complete the online Application Form 

2.     Complete the online Equality Monitoring Form 
  
We regret we cannot give feedback on unsuccessful applications. 
  
Key Dates 
Position Advertised: 18 July 2017 
Application deadline:             10am, Tuesday 29 August 2017 
Shortlisted candidates invitation to interview: 4 September 2017 
Interviews: 7–8 September 2017 
Start date: ASAP, no later than 1 October 2017 
  
Enquiries  
Enquiries should be addressed by email to kizzie@lighthouse.org.uk 

mailto:kizzie@lighthouse.org.uk
https://form.jotformeu.com/71976587845377

