
     
 

 

Primary Schools into Theatre Project Manager 

 

October 2019 to April 2020 

Freelance contract 

Overall project fee £18,600 based on working 5 days per week at day rate of £150 

 

Contract duration: 

26 weeks from w/c 7th October 2019 to 9th April 2020 (2 week Christmas break) 

Days: minimum 4 working days per week expected, ideally full time 5 days per week 

Location: Eastside offices in Shoreditch, plus site visits to schools, stakeholders, 

partners across Southwark, and Southwark council offices. 

Proposed working hours: Monday - Friday 9am - 5pm   

 

Overview 

 

Eastside is looking for a highly experienced project manager / engagement producer to 

run the initial set-up and launch of a new flagship cultural engagement programme that 

Eastside is delivering with Southwark Council entitled Primary Schools into Theatre.  This 

ambitious programme will see every primary school child in Southwark attend one of the 

borough’s theatres at least once a year, and will also have a programme of further 

engagement resources and visits, with a commissioning fund to support the development 

of new child friendly performances. 

 

You will lead on initial communications with all stakeholders ensuring that you build 

positive relationships and engage partners with the programme from the outset including 

key contacts at schools, theatres, local authorities and external contractors. 

 

You will work with our appointed web development partner, Compucorp, to ensure an 

effective project portal/website is created - this will provide all programme relevant 

information to partners and will sign post schools to bookable theatre opportunities.  

 

You will work with our project evaluator to design the programme evaluation framework.   

 



You will work closely with the Eastside team to develop initial programme marketing 

materials, commission digital project resources (both videos and interactive PDFs) and 

create relevant programme timelines and systems. 

 

You will have extensive experience working in arts engagement, ideally but not 

exclusively in theatre, and will have designed and delivered large scale or durational 

projects of a similar scope or nature to this.  You will be a clear and responsive 

communicator and have managed relationships with a variety of stakeholders, including 

having worked with the public sector. You are able to think creatively, logistically and 

technically to develop systems and resources and resolve challenges to deliver rich 

creative experiences for young people and seamless customer service experiences for 

engaging schools and theatres. 

 

You will be available to work full time (min 4 days per week) on this project in a freelance 

capacity from early October 2019 to April 2020. 

 

Reports to: Eastside CEO / Artistic Director 

 

Key relationships with: Schools Programme Manager, General Manager, Programme 

Administrator 

 

Main duties 

 

Relationship building: 

 

- lead point of contact with Southwark Council in project development meetings and 

project reporting 

- lead point of contact with Compucorp in the design and build of the database and 

project website/portal 

- lead point of contact for development of relationships with each theatre in the 

borough, negotiating package deals for participation in the project, with handover 

to Programme Administrator once programme confirmed 

- work with theatres to develop their child focused visitor experiences, particularly 

where there is not a developed outreach department  

- lead point of contact for development of relationships with every primary school in 

the borough, with handover to Programme Administrator once participation 

confirmed 

- handover oversight of project to Eastside’s Schools Programme Manager April 

2020 

 



 

Programme design: 

 

- work with Eastside’s Schools Programme Manager to design the content of the 

printed/digital extension resources 

- work with Eastside’s Film and Digital Programme Manager to design the content 

of the video resources and manage the pre-production, shoot and post-production 

process 

- commission graphic designer to create resources and design programme publicity 

flyers 

- work with CEO / Artistic Director on the design of theatre commissions 

- work with CEO / Artistic Director and external evaluator to create the evaluation 

frameworks and toolkit within the bounds of the project specification and 

Southwark Council’s requirements. 

 

Staff management: 

 

- assist with the recruitment and induction of the Programme Administrator - to start 

Dec 2019 

- implement the Programme Administrator workflow and oversee their day to day 

workload until handover 

 

 

HOW TO APPLY 

 

You will need to fill in your details on our application log here: 

 

http://bit.ly/PSiTManagerApplications 

 

Then please follow the instructions on where to submit an up to date CV with a concise 

cover letter (no more than 1 side of A4) explaining your suitability for the role and why 

you would make the best candidate. 

 

Deadline for applications is:  2pm on Monday 30th September 2019.   

 

Interviews for the role will take place on Thursday 3rd October at Eastside’s premises - 

37 Hackney Road, London E2 7NX.  

 

Eastside is keen to appoint a successful candidate to start immediately thereafter. 

 

http://bit.ly/PSiTManagerApplications


If you have any queries about the role, then please email Felix or Matt via 

online@eastside.org.uk or call 020 7033 2380. 

 

Eastside supports equality of opportunity and the promotion and celebration of diversity. 

We are committed to treating everyone fairly regardless of age, disability, sex, gender 

reassignment, pregnancy, race, nationality, ethnicity, sexual orientation, religion, belief, 

marital status. 

 

PROGRAMME BACKGROUND: 

 

Southwark has a reputation as a borough of creativity, innovation, and opportunity. 

Alongside Shakespeare’s Globe sit small experimental theatres in the heart of its diverse 

communities such as Blue Elephant and Theatre Peckham as well as brand new 

contemporary performance spaces such as The Bridge. In addition Southwark is home 

to the Unicorn, the UK’s leading professional theatre for young audiences, and the 

borough is fast becoming known as a destination for off-West-End theatre. 

 

Theatre, particularly theatre for children, fires the imagination. It gives children the skills 

and the creativity necessary to face the world, to understand it and perhaps to change it 

too, discovering their own voice, growing in confidence and develop empathy. It is now 

widely understood that early cultural interventions, such as this programme, can shape 

outcomes in later life. It’s highly likely that providing arts engagement for very young 

children will have a significant impact on their engagement and aspirations in later life. 

 

With 19 theatres in Southwark and 30 located within easy access of our schools, this 

programme will match these theatres with the more than 20,000 primary school aged 

children in state funded primary schools, home schooling, looked after children and 

children schooled at the Hospital and Home Tuition Sick Children's Service at King’s 

College and Evelina hospitals. 

 

The creation of a digital platform will promote and bring all the opportunities for Southwark 

schools together in one place. It will connect schools and theatres to identify and match 

existing free and discounted theatre ticket schemes. The programme will expressly work 

with schools that do not have a history of visiting the theatre and those in areas of higher 

deprivation. Resources will be focused on these non-active theatre going schools 

ensuring they benefit and are financially supported where needed. 
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