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Application for position of Assistant Manager

Please find attached:

1. About Manchester Craft and Design

2. Job description & person specification 
If you would like to be considered for this exciting opportunity, please submit your application form by 10am on Friday 2nd July 2010.
Please return your application by post in an envelope marked “Assistant Manager Application” to:

Kate Day, Director
Manchester Craft and Design Centre,

17 Oak Street, 

Manchester, 

M4 5JD

We are sorry but we cannot accept email applications.

If we have not contacted you by 9th July 2010 we thank you for your application but are sorry you have not been considered for interview on this occasion.  

Interviews will be held during the week beginning 12th July.  If you have any special access requirements please let us know.
Thank you for your interest in Manchester Craft and Design Centre.
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ABOUT MANCHESTER CRAFT & DESIGN 

Manchester Craft & Design (MCAD) is a not for profit limited company responsible for managing Manchester Craft & Design Centre (MCDC).  MCAD provides studio / retail accommodation for contemporary craftspeople and designers, organises a high quality exhibitions programme and hosts a café.  The Centre is open to the public 6 days per week.

MCDC is located in a Victorian fish and poultry market building in the Northern Quarter of Manchester, at the heart of an innovative creative community. The premises is owned by Manchester City Council and has been in operation as a craft centre since 1982. 

Our Mission
Manchester Craft & Design Centre offers a unique space for makers to create, present and sell the best of contemporary craft and design to the public. 

 Aims and Objectives: 

· To provide workspace, facilities and support services for designer-makers.

· To foster an environment that encourages creativity, innovation and excellence.  

· To encourage opportunities for designer makers through joint marketing initiatives, press and publicity and a city centre retail environment.

· To promote and increase the interest of the public in contemporary craft and design through exhibitions, workshops and through open studios.

About the Centre

Manchester Craft and Design Centre is a unique organisation comprising of 18 retail/studio spaces, offering a business outlet for 30+ designer-makers, a cafe and a regularly changing programme of exhibitions of work from national and international designer-makers.  

The Centre has two floors of designers, contemporary craft workers and artists working in a range of media from ceramics and textiles to jewellery and furniture.  It is home to the North West’s finest selection of contemporary design work and through a programme of exhibitions and associated projects provides a showcase of emerging and established designer makers from throughout the U.K.   
The Centre is one of the few places in the UK open to the public where designer-makers can produce and sell their work on the premises, and welcomes around 80,000 visitors per year.  The Exhibitions and Events programme complements the range of work on offer, and is an important audience development tool both in generating new audiences for the Centre and widening public engagement and participation in contemporary craft and design.

The exhibitions and events programme 2010-11 is funded by a grant from the Arts Council of England.
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About the company

MCAD is run by a management team guided by a voluntary Board of Directors.  The staff structure is as follows;

[image: image3.wmf]
What the press say about us

 ‘The evolution of the Manchester Craft & Design Centre from a small, artist’s co-operative into the bustling enterprise community it is today is something that would please its founders.  Boasting fresh new talent, as well as tenants who have been there for over 20 years, the centre, on Oak Street in the city’s Northern Quarter, is one of Manchester’s most interesting enterprise models and supports around 35 working artists.’  

Manchester Evening News, Nov 5th 2009

 ‘…There, completely intact, was the original Victorian fish market, crowned by a huge glass roof.  Somewhere you can trawl for all sorts of original ideas, because it’s now the Manchester Craft and Design Centre.  Two floors of curiosity-shop studio spaces where you can see an innovative hand-made creation being crafted…and if you like it, buy it.’  

Stuart Maconie, England’s Northwest, Autumn 2009

What our customers say about us

‘Beautiful, atmospheric, peaceful place with a buzz!  Highly creative feel to it – I’ve gone home with lots of ideas!’ 

Jasmine, February 2010

‘I think there lovely i love how the light shines throw.  I wonder how long it took to make them?  I bet they look a Beuty in the Dark i wish i new how to make them’ 
Carlotta, aged 8 in response to Jenny Bland ‘Spun’ exhibition April 2010

Manchester Craft & Design (MCAD)

Assistant Manager Job Description

Job Description
Assistant Manager – Manchester Craft & Design

Salary


£18,000-£19,000 pro rata 3 days per week

Responsible to 
MCAD Director

Employer

Manchester Craft & Design (MCAD)

Purpose of the post

· Act as Assistant Manager of MCAD (with a particular responsibility for marketing communications and promotions).
· Support, maintain and develop the aims, policies and activities of MCAD to help the company achieve its objectives, and to help to take the company forward to its next stage of development.
· To be responsible for developing and managing a diverse range of projects and tasks to market and promote Manchester Craft and Design Centre as a retail and arts venue.
PRINCIPLE DUTIES

Marketing / Management:

· Work with the Director on company development projects with particular emphasis on customer development.

· Assist with general office administration and deputise for the Director as and when required.

· Implement and develop MCAD’s Marketing Strategy, utilising market intelligence and existing consumer research.

· Build the MCAD brand, including managing design and production of company information, corporate identity, promotional materials and advertising.

· Co-ordinate and update the MCAD website and digital media platforms.

· Devise and implement customer development initiatives, including customer and tenant surveys and promotional events.

· Develop the studio waiting list, and recruit new tenants for the Centre.

· Manage and increase MCAD’s customer databases and mailing lists, and update the Centre’s visitor attendance figures.

· Act as main point of contact regarding the company’s publicity, and co-ordinate all marketing information, images and material within deadlines.

· Identify and pursue opportunities to maximise MCAD’s resources, including sponsorship, awards, grants and partnerships.

· Write reports for presentation to management, MCAD Board and external funders / partners.

· Take responsibility for the co-ordination, planning and management of the Centre’s ‘front of house’ appearance, including signage.

· Recruit and line manage volunteers and interns.

· Plan and manage the marketing budget.

· Key holder responsibilities for the Centre premises, including alarm call out duties.

Liaison and Advocacy:
· Liaise with stakeholders, including MCAD tenants, staff and customers.

· Develop and maintain strong press and publicity contacts and networks.

· Develop and maintain good internal relations with MCAD tenants, including regular news updates, attending tenants’ meetings and collaborating on joint marketing projects.

· Play a key advocacy role with external organisations and contact such as Manchester City Council, Visit Manchester, journalists, funders, sponsors and HE/FE organisations.

· Attend relevant meetings, conferences and events and actively raise the profile of MCAD.

· Co-ordinate activities with exhibitions and events staff.

· Understand and apply the principles of Equal Opportunities.

· Regular reporting of financial and other information to the Director.

PERSON SPECIFICATION

Essential:

· Education to degree level in a relevant subject, or equivalent experience.

· A minimum of two years experience in a similar role, preferably within retail of visual arts marketing.

· Experience of developing and managing strategic marketing projects.

· Good I.T. skills including familiarity with digital marketing techniques.

· Good written communication and proofreading skills, and the ability to produce good quality materials for a variety of purposes including press releases.

· Established track record of developing strong media contacts and attracting publicity.

· Ability to communicate with a wide variety of people using a variety of oral and written materials in a manner that is clear, concise, accessible and effective.

· Good organisational skills, ability to plan and prioritise work and fulfil administrative duties.

· Good level of numeracy skills to be able to administer and monitor budgets.

· Knowledge of design and print production processes.

· Numerical, analytical and report writing skills.

· Resourcefulness, a creative approach to working with limited resources.

· Willingness to take on a wide variety of tasks.

· Ability to work as part of a team.

· Ability to work under pressure.

· Open commitment to diversity and principles of equal opportunities.

· A flexible approach to working hours including an ability to work outside office hours.

Desirable:

· Knowledge and understanding of the craft and design / retail sector.

· Ability to identify and implement innovative solutions to problems.

· Tact and diplomacy in all interpersonal relationships with both users of the building and external agencies and contacts.

· Knowledge and awareness of relevant legislation such as the Health and Safety at Work Act, and the principles of Risk Assessment.
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