
 

RECRUITMENT 
PACK 



ABOUT US 
Manchester International Festival works with some of the world’s most 
exciting artists to create new work, in extraordinary combinations of 
performance, music, movement, technology and visual art. The Festival 
takes place every two years, with visitors coming to Manchester from 
around the globe to discover what today’s artists have to say.   

We’ve worked with major artists such as 

Damon Albarn, Björk, Jeremy 
Deller, Idris Elba and Kwame 
Kwei-Armah, Elbow, David 
Lynch, Wayne McGregor, 
Steve McQueen, Janelle 
Monáe, Sharmeen Obaid-
Chinoy, Skepta, Yoko Ono, 
Maxine Peake and The xx. 

 

- We will soon be opening The Factory – a 
new world-class cultural in central 
Manchester: where the art of the future will 
be made.  We’ll be producing new work in 
The Factory year-round, and welcoming all 
of Manchester’s communities to be part of 
the journey. 

 

- Our year-round Creative Engagement 
programme brings together people from all 
backgrounds, ages and from all corners of 
the city to get involved in MIF and The 
Factory. 

 

- Training, particularly for young people, will 
be a key part of The Factory’s activity, and 
we will also be presenting and producing 
work internationally and online – taking 
Manchester to the world. to the world. 

 

 



EQUALITY AND 
INCLUSION 
Manchester International Festival is grounded in our 

city and engages with the world. We aim to reflect the 

great diversity of Manchester, and our planet, 

in all aspects of our work – artists, audiences, staff, 

participants, board members, and partner companies. 

We invite and welcome input on how we can do this 

effectively from the many 

individuals and communities 

with whom we aim to work in 

ever more exciting ways. 

John McGrath 

Artistic Director and Chief Executive, 

Manchester International Festival 

 

As of July 2020 we have 73 permanent staff – of which 
29% are from Black, Asian and Ethnically Diverse 
backgrounds, 10% declared themselves as having a 
disability and 21% identified as LGBTQI+.  
We are continually reviewing recruitment processes 
and our internal support for all employees as part of 
our ongoing commitment to diversifying the workforce 
in the creative industries. MIF has a detailed Equalities 
Action Plan, which includes an Equalities Working 
Group, reporting to Executive and Board, and sub-
groups with specific communities, including Race 
Representation Group, Pride (LGBTQI+) Group, 
Disability Access Group, and Socio-Economic/Class 
Group. 

 

MIF has a detailed Equalities Action 

 



OUR VALUES 
EXTRAORDINARY We step 
out of the everyday. 
OPEN We are generous and 
welcoming to everyone. 
DETERMINED We are brave, 
at times, willful. We will 
always do things differently. 
INVENTIVE We explore new 
ways of working; thinking and 
creating – we embrace the 
new and the different. 
INTERNATIONAL We share 
ideas, projects, skills and 
training with our peers world-
wide, bringing together 
extraordinary teams of artists 
from all over the world. 

 
MIF provides space for great artists from around 
the world to do extraordinary things: things 
they’ve always dreamed of doing, things they 
might not be able to do anywhere else.  
 
We share our ideas with our international 
partners and collaborators to generate new 
thinking and debate. We believe in cultural 
democracy - that everyone has the right to help 
shape our culture. 
 
We live by our values – open, determined, 
inventive, extraordinary and international. 
Central to our mission, vision and values is that 
our artists, audiences, participants and staff 
represent the diversity of our global city. 
 
 
 
 
diversity of our global city Executive Support Team 



Executive Support Manager 

Salary £34-37,000 per annum (based on experience) 

Contract Permanent 

Location Manchester. The role may involve travel around the UK or 
internationally depending on the project(s) you are working on 

Hours 35 hours per week 

Closing date 04 February 2021 

Director of Finance and Resources Reports to 

Responsible for Executive Support Team 

 

CONTEXT 
Manchester International Festival (MIF) will return in Summer ‘21 with a celebration of 
international culture, innovation and creativity. MIF invites great artists from across the globe 
to create extraordinary new work for the Festival, which is staged every two years at venues 
and found spaces across Manchester. Our future home is The Factory, a world-class cultural 
space being built in the heart of the city, where we’ll present a year-round programme and 
artists will be able to develop work of huge ambition and scale that they might not be able to 
anywhere else.  
  
We want to bring together a talented team of people, reaching out into every corner of 
Manchester and harness the talent and energy that is found across the city and beyond. 
 
 

JOB SUMMARY 
To support and administrate the Company’s Governance schedule which helps deliver the 
strategic objectives of the organisation.  
 
To manage and provide a comprehensive operational support service to the Executive Team. 
 
 

Other organisations may call this role: Executive Support Lead, Personal Assistant Manager, 

Personal Assistant Lead 
 



RESPONSIBILITIES 
− Support the Director of Finance and Resources with the administration of the organisation’s Governance 

responsibilities:  

− Co-ordination, attendance and recording of the proceedings of the main board and four 
subcommittees 

− Circulation of notices, agendas and board packs for main board and four subcommittees 

− Liaison with paper authors to ensure submissions are timely and accurate 

− Maintenance and management of the directors’ registers  
 

− Support the Nominations Subcommittee in the annual cycle of Trustee recruitment including the 
onboarding and induction of new Trustees 

 

− Act as the primary point of contact for Trustees’ information and training requests 
 

− Diary management for the Company Secretary in-line with Governance responsibilities. 
 

− Lead and develop the Executive Support team through effective performance management, mentoring 
and coaching 

 

− Introduce systems and processes for the Executive Support team that will contribute positively to 
productivity and workload management 

 

− Maintain an awareness of the challenges and priorities of the Executive team to help inform the 
Executive support requirements 

 

− Direct support of the Executive team through attendance of key internal Executive meetings as well as 
oversight of other key meetings 

 
GENERAL 

 

− Actively engaging with the organisation’s vision and policies regarding equal opportunities and diversity, 

artistic ambition, participation and engagement, health and safety, evaluation and monitoring 

 

− Training and talent development is central to the way that MIF and The Factory work. All job roles are 

expected to contribute to our training and development activity, contributing time to supporting our 

training programmes on site and occasionally off site 

 

− Any other duties that are commensurate with the post 

 

FUTURE FLEXIBILITY 

− MIF is currently undergoing a significant period of organisational change as we grow and develop to 

operate The Factory. In addition to this with the ongoing impacts of COVID19 the nature of the Festival 

could change, therefore any new appointees will be required to show a flexible approach to this process – 

which may involve revisions around job description, titles, roles and departmental structures 



PERSON SPECIFICATION PERSON SPECIFICATION 
ESSENTIAL 
 

− Demonstrable experience and knowledge of corporate governance responsibilities 

 

− Demonstrable experience of providing executive support to senior management working 

flexibly with a high level of autonomy 

 

− Demonstrable experience of line management with the proven ability to motivate and 

lead a team in a dynamic environment  

 

− Excellent influencing skills with a high level of discretion and emotional intelligence, using 

tact and diplomacy when necessary 

 

− Perceptive with the ability to use own initiative and apply judgement and common-sense 

to find practical solutions 

 

 

DESIRABLE 
 

− Experience in building and maintaining strong and collaborative relationships at all levels 

and a willingness to help others 

 

− Attention to detail with the ability to plan, organise and balance competing priorities and 

tasks to deadline 

 

− Excellent and confident verbal and written communicator with an ability to effectively 

engage with a range of internal and external stakeholders 

 

− Excellent computer literacy, including Microsoft Office skills 

 

− Prior experience of company secretarial duties  

 

− Commitment to championing inclusion at every level of the organisation with a proven 

ability to work with people from a wide range of backgrounds 

 

− Enthusiasm for training, mentoring and support of emerging talent 

 

− Enthusiasm for a range of arts and culture 

 
 



TERMS AND CONDITIONS 

MIF has a wide range of projects happening at differing times, with many of our 

events taking place during evenings and weekends, and several roles may require 

capacity to work during these hours. 

 

This is taken into consideration when designing job descriptions and setting salaries.  

During busy periods such as the festival, additional hours may be required, again this 

is considered when setting salaries. We aim to support all staff to work flexibly and 

according to their capacity and work closely with staff members to ensure a 

manageable workload. 

 

Probation:     There will be a three-month probationary period for this 

position, during which your notice period will be one week. The 

notice period will increase to one month once the probationary 

period is complete 

 

STAFF BENEFITS 

− Annual leave entitlement is 25 days a year plus public holidays (pro rata dependent 

on hours of work) 

 

− Pension: Autoenrollment begins three months after start date and payments  

are matched for the first 5% of employee’s contribution 

− MIF offers a travel loan scheme via salary sacrifice 

− All MIF employees have access to an Employee Assistance programme operated  

by Health Assured  

https://www.healthassured.org/


HOW TO APPLY 
To apply for this role, please complete the online application form 

at recruitment.mif.co.uk 

GUIDANCE FOR APPLICANTS 

MIF is committed to equality for everyone and we encourage you to apply no matter what your 

age, caring responsibilities, disability, gender, gender identity, marriage and civil partnership, 

pregnancy and maternity, race, religion or belief and sexual orientation. 

MIF is an inclusive employer. We value difference and recruit by merit based on fair and 

open competition. We welcome candidates from all backgrounds and from all sectors. 

We are particularly committed to supporting applications from Disabled/Deaf 

people and those from diverse backgrounds. We will support any access 

requirements you may have during the recruitment process and ensure that 

reasonable adjustments are in place as required by the Single Equalities Act 2010. 

If you require any access support if selected for interview or require further information 

(including requests for printed forms or access support), please inform the MIF 

office using the contact details below: 

Email: recruitment@mif.co.uk  

During recruitment, the selection panel will be shortlisting based on what qualities, skills 

and experience you may bring to the role. The attached job description is an overview 

of the type of work the successful candidate will undertake and is not an exhaustive list. 
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