
EXECUTIVE CREATIVE
DIRECTOR
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Description, Duties and Person Specification

ABOUT US

CANDIDATE: PERSONAL PROFILE
You will be an excellent communicator and an excellent leader capable of
relaying TMB’s mission both internally and externally; as well as being
highly organised, professional and confident. 

You will have strong communication and relationship-building skills,
knowledge, and far-reaching experience of working with emerging artists,
cultural institutions, and people of profile from stage and screen. 

REPORTING TO
The Mono Box Board 



Build a strong and effective programme of creative arts projects aimed at TMB’s target
users. 
Determine the number of projects, staffing, and funding needed to facilitate TMB’s
programmes. 
Deliver a creative vision for the future that builds on the current success of TMB.
Define outcomes and plans for execution, including scope, resource allocation, and
deadlines. 
Ensure that each project is evaluated post-completion to determine future
development.

Ensure a long-range strategy to achieve TMB’s mission, and toward which progress can
be made.
Provide leadership in developing programme, organisational and financial plans. 
Carry out plans and policies authorised by the Board. 
Maintain official records and documents ensuring compliance with HMRC and
Companies House. 
Maintain knowledge of trends in the areas of performing arts, film, education, and
philanthropy. 
Ensure the Board is kept informed on the position of TMB and factors influencing it.

Significantly grow the TMB’s revenue.
Oversee all aspects of giving and special events programmes. 
Identify, cultivate, solicit and steward prospects and donors.
Develop and manage fundraising events working with the Board and event committees.
Secure sponsorship for fundraising events. 
Oversee donation processing, record keeping, and reporting processes.
Create and monitor fundraising budgets. 
Communicate fundraising goals and progress.

Publicise the activities of TMB, its programmes and goals to users and partners.
Commission, edit, and sign off all marketing material. 
Oversee the TMB website and social media platforms ensuring they are updated and
representative. 
Write, edit and oversee the design of an annual print and digital review booklet. 

Be responsible for the recruitment, employment of all personnel, both paid staff, and
volunteers.
Ensure those job descriptions are developed and enforced. 
Ensure that regular performance evaluations are held. 
Maintain a climate that attracts, keeps, and motivates a diverse staff of top-quality
employees.

CREATIVE

OPERATIONAL

FUNDRAISING 

MARKETING 

STAFFING  

 

KEY RESPONSIBILTIES
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Be responsible for developing and maintaining sound financial practices.
Jointly, with designated officers, execute legal contractual documents with TMB
partners. 
Jointly, with designated officers, prepare annual and project budgets and ensure
that TMB operates
in such a way as to maximise income and control expenditure.
Ensure that adequate funds are available to permit TMB to carry out its work.

Establish TMB as an informed and creative entity, synonymous with issues affecting
its users. 
Raise awareness of the issues that are central to TMB’s philosophy. 
Develop effective partnerships with creative individuals, educational
establishments, theatres, donors, policy experts, academics, opinion formers, etc. 
Represent TMB generally in the UK and elsewhere as determined by the location of
its work. 

Demonstrable experience, skills, and competencies in the following areas (E -
Essential; D - Desirable): 
Proven ability to work effectively in collaboration with others across cultures and
organisations. (E) 
Excellence in organisational management with the ability to performance manage
staff
Excellent interpersonal skills to represent TMB externally to diverse audiences. (E) 
Excellence in setting and achieving strategic objectives. (E) 
Proven track record of creating, leading, and overseeing creative projects (E)
Proven track record of successful fundraising. (E) 
Proven track record of budget planning and financial management. (E) 
Politically knowledgeable about the creative, educational, and charity sectors and
an understanding of the issues therein. (E) 
Knowledge and experience of charitable governance. (D) 

FINANCIAL/LEGAL

ADVOCACY AND COMMUNICATION 

SKILLS AND COMPETENCIES 

TERMS AND CONDITIONS 
Contract:                                     Initial one-year contract (probation period three months)
Start Date:                                  As soon as possible 
Part-time:                                   Three days per week
Salary:                                          £40K pro rata
Place of Work:                           Remote working initially 
Report to:                                   The Mono Box Board 
Hours of Work:                          9am - 5pm /10am - 6pm 
                                                      (working days will vary and may include some 
                                                      evenings and weekends)        
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The application process will then be via a CV and a short covering letter (No more than two
sides of A4) emailed to hello@themonobox.co.uk explaining how you meet the person
specification with EXECUTIVE CREATIVE DIRECTOR as the subject line. 

Video cover letters or audio files also accepted.  

The closing date for applications is midnight on Friday 02 July, 2021. 

Interviews will take place in the week of 12 July, 2021 via video with a preferred start date as
soon as possible after that. 

 

 

 

TMB is an equal opportunities employer and therefore is committed to promoting equality of

opportunity and diversity and to tackle any forms of discrimination within our working

environment ,  whether on grounds of race ,  gender ,  sexual orientation ,  gender reassignment ,

disability ,  age ,  class ,  religion or belief .  

 

These principles underpin our professional behaviour and are embedded in our policies ,

procedures ,  day-to-day practices and external relationships .  We ,  therefore ,  welcome and

encourage job applications from people of all backgrounds .  

 

We are committed to protecting the privacy and security of your personal information .  If you

would like to see a copy of our GDPR statement please write to hello@themonobox .uk 

TMB are committed to safeguarding the welfare of our apprentices ,  their employers ,  our

partners and the communities in which each of these operates .  Applicants will be asked about

any previous convictions ,  cautions ,  reprimands ,  including those that are considered ‘spent ’  as

defined by the Rehabilitation Offenders Act 1974 (Exceptions) Order 1975 (Amended 2013) .  

TO APPLY

Thank You

hello@themonobox.co.uk
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A NOTE


