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JOB DESCRIPTION

	
Job Title
	
Project Manager 



	
Reporting to
	
The Trustees and Artistic Director



	
Job Purpose
	
To manage the CHAPS tour 2006 in support of the Artistic Director, and in particular to undertake the financial management of the tour budget.



	
Key Responsibilities:


	Artistic, Production and Education Duties


· Support the Artistic Director in delivery of CHAPS overall programme of work.

· Overall management of finance, particularly project budgets.

· Ensure payment schedules are met as specified in contracts with artists, 
production team and technical team. 

· Promote the artistic values of Ascendance Rep to all staff members and other relevant companies/institutions.

· In liaison with the Artistic Director, ensure that all new staff undertake an induction process.

· Ensure company policy is followed at all times.

· Act with honesty and integrity to further the good name of the company.









	
Administration Duties


· Act as the main point of contact for all financial matters.

· Ensure the smooth running of the office with the assistance of the Administrator.


· Prepare monthly and quarterly management accounts and bank reconciliations.

· Ensure all funding reports are prepared and submitted as required by funders.

· Assist the Artistic Director with fundraising and writing financial bids.


· Liaise with venues and education groups in respect of work programmes.
 


· Co-ordinate marketing and PR for the tours.

· Attend rehearsals and performances as required.

· Be responsible for evaluation procedures and produce an evaluation report at the end of the project


	Timescale


The Project Manager will work from August 2006 to November 2006. 


	Signed: (Job Holder)                                                       Date

Signed: (Trustee)                                                            Date


�Cross-check this with Education Co-Ordinator’s duties





Registered Address: 6 Granby View, Headingley, Leeds, LS6 3AT


Ascendance Rep is the trading name for The Ascendance Repertory Company Ltd  
Company No. 5496869  Registered Charity No.1110747
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