
 

RECRUITMENT 
PACK 



Manchester is a place of invention. When a new arts Festival was imagined for the ‘original 
modern city’, this commitment to invention was at the heart of the vision. Manchester 

International Festival, launching in 2007, became the first large-scale international arts 

festival to focus exclusively on commissioning and premiering ambitious new international 
work. The Festival quickly became a leading event in the global arts calendar, and a central 
part of the city’s cultural life. 
 

In 2015, the opportunity arose for Manchester to propose a new cultural initiative to the UK 

government, and the idea of a permanent, year-round home for the Festival was born: The 

Factory. Inspired by the success of the Festival, The Factory would be designed for making 

and showing the ambitious, multi-artform, innovative and popular work that the Festival 
specialised in, and providing space and time for the world’s leading artists to explore and 

invent, in a city that has invented so much.  
 

In 2020, in a much-changed world, the potential of The Factory feels stronger than ever. 
Over the past three years, the Festival has developed its digital presence, deepened its 

connections with Manchester’s communities, expanded its international partnerships and 

advanced its commercial ambition. Moving forward as The Factory, the organisation is 

focused on a bold new vision: to invent the future through art, music and the nurturing of 

talent. 
 

While the Festival remains right at the heart of the organisation’s 

activity, in recent years, a transition has also been underway: building a staff team who will 
be able to run a year-round operation, setting up systems for that new organisation, 
consulting on the build itself, spreading the word to communities, audiences and partners, 
and commissioning the artists who will create work for the new space. 
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THE FACTORY: INVENTING TOMORROW TOGETHER 

‘The Factory provides space for great artists from across the world to do extraordinary things: 

things they always dreamed of doing, things they might not be able to do anywhere else.’ 

 

The Factory’s impact on Manchester will be: 

 
− To grow the international reputation of Manchester as a creative city  

− To create employment in the region within the creative industries 

− To enliven the life and the economy of the city by encouraging artists to live here and encouraging visitors to 

see Manchester as an exciting cultural destination 

− To enhance quality of life in the city by providing wide-ranging access to creative opportunities 

 

 

 

 

  



EQUALITY AND 
REPRESENTATION 
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 March 2021 we had 67 permanent staff – of 
which 28% are from Black, Asian and ethnically diverse 
backgrounds, 20% declared themselves as having a 
disability and 25% 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 



Head of Scheduling 
 

 
 
 
 

CONTEXT 
The Factory is a large-scale ultra-flexible building enabling work of invention and ambition.  The building 
design is based around large open, flexible spaces that will constantly change and reconfigure to meet the 
needs of the work created and shown in the building.  The ambition is to use every corner of the building’s 
13,300m2 to make and present work, including the flexible auditorium and warehouse spaces, the public 
foyers and the outdoor public realm.  
 
Dance, theatre, music, opera, visual arts, popular culture, commercial and corporate events and innovative 
contemporary work, incorporating the latest digital technologies, will come together in ground-breaking 
combinations. The Factory will produce 8 – 10 new large scale commissions, present 3 – 5 landmark visiting 
events, provide space for artists research and development of new work alongside an ambitious programme 
of commercial events and a popular music programme of between 80 – 100 events per year. 
 
MIF also produces a biennial Festival of work, presents a substantial international programme across the 
globe, has a growing community engagement programme both within the building and across the region and 
is developing a comprehensive skills and training offer. 
 

JOB SUMMARY 
The Head of Scheduling is responsible for developing a scheduling function for the organisation, setting up, 
implementing and managing systems and processes which enable: 
 
• the efficient use of space within the Factory and its Public Realm 
• the identification of space within the schedule for programming opportunities 
• clear visibility of the organisation’s work in the Factory, internationally, in the digital realm, the 
Festivals and the off-site Creative Engagement work. 
• accurate resource planning for the delivery of this whole programme of work (producing, technical, 
visitor services, digital, press, marketing etc) in the short and long term 
• the curatorial team to programme confidently within a planning cycle of anything up to 4 or 5 years 
 
You will own and manage the end to end scheduling process including ownership of the Scheduling System 
and managing the schedule on a daily basis to ensure seamless planning and delivery of all the organisation’s 
activity. You will drive the development and maintenance of organizationally agreed principles and guidelines 
for scheduling of activity. 
 

Other organisations may call this role: Scheduling Lead, Head of Planning, Venue Scheduling Manager 
 
 
 
 
 

Reports to   Director of Producing 
 

Responsible for  Scheduling team 

 

Salary    £45-50,000 per annum (dependent on experience) 

 

Contract   Permanent 

 

Location   Manchester, with remote working where required 

 

Hours    35 hours per week 

 

Closing Date   05 August 2021 

 



RESPONSIBILITIES 
 

− To lead the implementation and development of the organisation’s Scheduling System including working 

closely with the third party software provider on launch and integration of the scheduling software 

 

− To define, own and manage the end to end processes of Scheduling in the organization, including 

working with internal and external stakeholders, owning the relationship with the 3rd party software 

provider and identifying improvements to optimise processes 

 

− To define and maintain a set of organizational principles about how space resource is used and 

prioritized and to devise and implement a system for booking of space within the Factory, ensuring 

spaces and activities are scheduled efficiently and sustainably 

 

− To effectively integrate non-performance activity with performance calendars and technical schedules 

and  co-ordinate use of all spaces including identifying gaps in the schedule for programming purposes. 

In particular, taking into account the flexible nature of Factory’s spaces and the differing configurations 

of the space 

 

− To develop and implement an internal communications strategy for all scheduling information across 

the organization, including the dissemination of differing levels of information to different departments 

as required 

 

− To line manage support staff in the scheduling team 

 

 

 
General 

 

− Actively engaging with the organisation’s vision and policies regarding equality, representation and 

inclusion, 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 

 

− To work closely with the Executive and Senior Management Team to aid the development of the overall 
vision, direction and tone for The Factory and MIF  

 

− 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. 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 

ESSENTIAL 

− Ability to design, review and manage complex systems and processes 

 

− An ability to assimilate information and communicate it simply and effectively 

 

− Excellent people skills including the ability to handle conflicting views and resolving them 

effectively 

 

− Proactive nature with a desire to continuously improve processes and problem solve 

 

− Excellent attention to detail, especially when working under pressure 

 

− Commitment to championing representation and inclusion at every level of the organisation with 

a proven ability to work with people from a wide range of backgrounds 

 

DESIRABLE 

− Strong IT literacy including data handling 

 

− Experience of managing 3rd party IT suppliers effectively 

 

− Experience of line managing staff 

 

− Enthusiasm for training, mentoring and support of emerging talent 

 

− Enthusiasm for a range of arts and culture, an interest ensuring arts are accessible to all 

 



TERMS AND CONDITIONS 

FLEXIBILITY 
 

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

requiring some capacity to work outside of usual office hours. This is taken into consideration 

when designing job descriptions and 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. 

 

At MIF various pastoral support routes are in place including flexible working and remote 
working options for all, additional support for those with caring responsibilities, and access to 
external professional support services with a focus on wellbeing. Flexible working, including 
part time and job-share options will be considered for all suitable roles. 

 

Probation:     There will be a six-month probationary period for this position, during 

which your notice period will be one month. The notice period will 

increase to three months 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: Auto enrollment begins three months after start date and payments  

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

− MIF offers a travel loan scheme and cycle to work scheme via salary sacrifice 

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

by Health Assured  

− MIF are committed to supporting employees with their personal development, regularly 

offering organisation-wide training such as Carbon Literacy, BSL or Mental Health First Aid, 

along with department specific and individual training opportunities  

− MIF have a Staff Development Fund - £200pa accessible to each employee who has been with 

us for 12 months or longer - for tickets, events, training, or development opportunities 

https://www.healthassured.org/


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 individuals from backgrounds or social 

groups that are currently underrepresented in the creative industries – including those within 

South Asian communities (particularly Bangladeshi, Indian and Pakistani), African and Caribbean 

communities and from the Deaf and disabled people, as well as individuals from lower socio-

economic 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. 

 

As part of MIF’s commitment to being a Disability Confident employer, all disabled applicants who 

meet the essential criteria for a job vacancy will be interviewed, please refer below on 

clarification when this may not be possible. To be considered under the Guaranteed 

Interview Scheme, applicants will need to declare that they have a disability.  

 

It is important to note that there may be occasions where it is not practicable or appropriate to 

interview all disabled people who meet the minimum criteria for the job. In certain recruitment 

situations such as high-volume, seasonal and high-peak times, the employer may wish to limit the 

overall numbers of interviews offered to both disabled people and non-disabled people. 

 

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. 

 

 

mailto:recruitment@mif.co.uk

