Administrative Producer
Recruitment Pack
July 2021
Based at: Sheffield Theatres / Remote Working.
Responsible to: Artistic Director
Responsible for: Operations Manager, Administrative Assistant,
Interns.
Salary: £25,000 pro rata
Contract: 3 Days a Week. One year contract with the possibility of
extension
Application Submission Deadline: 29th July 2021
Interview Date: August 2nd 2021
www.utopiatheatre.co.uk

info@utopiatheatre.co.uk

About Utopia
Utopia Theatre holds a distinctive place in the British Cultural Landscape: a unique voice
for African Theatre in the diaspora. With an inimitable style combining African theatre
tradition with that of the Western world, Utopia Theatre creates artistic work that
represents voices of the African diaspora in the 21st century.

The company works in 4 main areas:

Utopia Theatre prides itself on its ability to deliver its work both live and digitally, with a
wealth of online resources and digital events. We have established our reputation as a
leading African Theatre company in the UK, known for creating and delivering highquality cross-cultural content that attracts diverse audiences to the theatre both in
Sheffield, nationally and internationally.

We are dedicated to demonstrating the rich cultural heritage of Africa’s theatre canon,
and in so doing aim to dispel stereotypes and encourage authentic voices from the
African Diaspora.

With a unique style combining African theatre tradition with that of the Western world,
Utopia Theatre creates artistic work that represents voices of the African Diaspora in the
21st century.

By 2023, Utopia Theatre aims to be one of the UK’s leading arts organisations, delivering
an innovative, inclusive and inspirational body of work that attracts diverse audiences.

Our Mission
Produce...
Innovative contemporary African theatre productions and encourage authentic new
voices from the African diaspora to share their stories on our stages and engage diverse
audiences.

Profile...
Raise awareness and increase appreciation of African culture in the Arts.

People...
Invest in the skills development of artists (people from the African community and
practitioners passionate about African theatre) and support their route to regular
employment. We want to provoke, educate, entertain, to challenge and to delight,
create lasting memories and inspire others artistic experiences and journeys.

Partner...
Nurture a network of partners and build mutual support in order to develop an innovative
approach to working with the African community in the UK and to build global
audiences.

Place...
We tell epic stories in small and big spaces. We develop creative performance spaces
(live and digital) where artists can come together to test ideas and experiment with new
ways of working and lead to touring productions nationally and internationally.
We want to innovate the ways the public experience theatre so that it is not just in
buildings but as part of their everyday lives, not just as observers but as participants, not
just with words but with all the theatrical tools available.

About the Role
The Administrative Producer will work closely with the Artistic Director and General
Manager on the company's management, administration and strategy.
By overseeing the detail of the delivery of projects and activities while maintaining
oversight, alongside the General Manager of the day-to-day operation of a busy
production company. They will be a key player in Utopia's organisational
development, following Arts Council Elevate funding, and our ambitious plans for
evolution and growth under the Artistic Directorship of Mojisola Elufowoju.
We are particularly keen to receive applications from people of black and
underrepresented ethnic backgrounds.

Strategic and business planning
To support financial forecasting, the risk register and related policies.
To work with the AD to implement change in the support of her vision.
To work collaboratively with other staff, freelancers, consultants, trustees and
partners to ensure coherence across all elements of their work for Utopia.

Management
With the Artistic Director, to plan shows and tours.
To negotiate venue contracts for touring work.
To draft and negotiate the details of co-production agreements, in support of the
AD.
To maintain standard terms and contracts for all freelance personnel, within the
relevant union rules, including bench-marking with other organisations working at a
similar scale.
Where necessary to support the AD in
negotiation of terms with freelance
personnel.
With the AD and General Manager, to
maintain an oversight of production
expenditure against budget.
As appropriate, to support the AD in
planning future life for productions,
including national and international
touring.
With the AD, to oversee Press and
Marketing strategies for productions.

Fundraising
To support the AD and Utopia Theatre team to explore new sources of support for
Utopia for revenue and project funding.
To develop our income from private donations and explore other ways we can
generate income from our community
To support higher-level donors by holding a database of givers, ensuring they
receive regular updates and invitations and are appropriately credited.
To research and where appropriate write applications to Trusts and Foundations
and to support the AD and the Utopia Theatre team in applying to Trusts and
Foundations.

Finance
To liaise with the Accountant, General Manager, and AD on the preparation of
management accounts and support the AD in drafting annual budgets as requested.
To liaise with the accountant on routine finance issues including payroll.
To supervise the Administrative Assistant in the administration of petty cash, staff
expenses and bank card reconciliations.

Environmental Policy
To maintain an environmental action plan for the company and to act as an
environmental champion.

Health and Safety
To be lead Health and Safety officer for the company, ensuring that our work
complies with the highest possible standards of Health and Safety, and that risk
assessments and policies are models of good practice.

Other
To deputise for the AD at meetings and
events as required.
To keep abreast of industry trends by
attending shows and events and by following
news items and reviews.
To carry out any other duties as may be
required to support Utopia's work.

