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	Job title: Producer, Three Rivers
	Job title name

	Line manager: Artistic Director, Three Rivers
	Line manager name: Scott Burrell

	Grade (if applicable): 4
	

	Direct reports: N/A
	



	Role purpose:

	
The role of the Producer is to oversee the production, technical, and operational delivery of the Three Rivers artistic programme. 

To do this they will work closely with the Artistic Director and Curator to devise, develop and deliver a series of complex arts and ecology projects that include live events and performances, workshops, talks, screenings,  artist residencies and public realm projects taking place in community settings across the London Borough of Bexley.


	Key results:

· Assist in the planning and execution of production and operational requirements for Three River’s community-led arts and ecology projects, including workshops, performances, installations, and festivals across diverse venues and platforms. 
· Support in the creation of systems and procedures to help streamline administrative tasks and assisting in the management of production paperwork. 
· Ensure that projects are risk assessed and insured correctly, ensuring that appropriate Health and Safety and Safeguarding procedures are in place. 
· Coordinate with curators, artists, contractors, and delivery partners to ensure efficient and effective event delivery, including booking crew, equipment and facilities where required. 
· Support in the management of logistics, schedules, and budgets for projects, in the planning & delivery stages, whilst maintaining high standards of safety, accessibility, and sustainability.
· Contribute to the development and implementation of communication, reporting, and organisation systems related to production and operations. 
· Point of contact within the team for freelance production staff on site and assisting with troubleshooting any issues. 
· Uphold Three Rivers commitment to diversity, inclusion, and sustainability in all aspects of production and event operations. 


	Success metrics:
· Positive feedback from community participants, local partners and contracted artists.
· An increase in the number of local people and communities engaged as participants and audience members.

	About you:

You will be:

· a good communicator, with strong verbal and written communication skill, and the ability to adapt to different situations, in order to develop productive relationships and effective partnerships.
· able to work under pressure, remain calm and meet deadlines.
· able to work on your own initiative and prioritise and organise workload.
· a creative problem solving skills, with the ability to anticipate problems and resolve issues independently.
· knowledgeable about necessary Health and Safety and Safeguarding measures which may need to be in place for different projects, to ensure safety of participants and compliance with the law. 
· committed to creating great experiences for artists, communities and audiences. 
· able to work in the London Borough of Bexley on a weekly basis.

You will have:

· proven experience in production coordination or management within community arts, cultural events, or festivals. 
· strong organisational, administrative, communication, and problem-solving skills. 
· Ability to work effectively under pressure and adapt to changing priorities in a dynamic environment.
· understanding of and commitment to safety, inclusion, diversity, and sustainability practices. 
· excellent team collaboration abilities, with experience managing relationships with a wide range of stakeholders. 
· knowledge of IT – adaptable working with new systems and processes. 
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