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Operations Manager – Application Pack

Thank you for your interest in the role of Operations Manager at Theatre and Dance NI (TDNI). 

Theatre and Dance NI (TDNI) is the membership and resource body for theatre and dance in Northern Ireland, supporting artists, organisations, and the wider performing arts ecology through a range of high‑impact sector initiatives. These include INVEST (artist development programme), Spotlight at the Edinburgh Fringe and Belfast International Arts Festival (BIAF), Creating Safer Spaces, and the Staging Change advocacy training programme. TDNI also delivers a broad suite of professional development opportunities, bursaries, training programmes, membership services, sector information, and advocacy.

As a member‑driven representative and resource organisation, TDNI works to advance, develop, and champion theatre and dance across Northern Ireland, as well as nationally and internationally.

TDNI additionally provides a Member Assistance Programme (MAP) offering confidential, professional counselling and wellbeing support to members through Spectrum Life.

Our primary objectives are:
• to connect, support development, represent and champion the theatre, dance and performing arts sector
• to support and champion all our members
• and to advocate for a thriving theatre, dance and performing arts ecology in NI and beyond. 

Theatre and Dance NI’s membership includes individual theatre and dance artists and practitioners as well as youth drama groups, freelancers, producing theatre and performing arts companies, venues, festivals and arts centres, and associate organisations. Further information can be found on the company website – www.theatreanddanceni.org 

The Operations Manager will play a central role in ensuring the smooth running of the organisation, supporting governance, managing systems and processes, and enabling TDNI to deliver high‑quality services and support to its members and the wider sector. This is a unique opportunity for the successful candidate to bring expertise, knowledge, and organisational skills to our small but thriving organisation that is entering an exciting stage of transition and growth. Your work will have a direct impact on the achievement of TDNI’s vision, mission, and strategic goals.

Theatre and Dance NI is committed to building an inclusive workforce and we strongly encourage applications from people who are currently underrepresented within the arts 


Salary & Key Details

Reports to: Executive Director
Location: Belfast
Hours: 25 hours per week, 5 days
Salary: £31,537 FTE (pro rata), NJC Scale 6 Point 18 + 3% pension
Contract: Permanent (subject to continued funding)
Probation: A probationary period of 6 months will apply.
Start Date: Negotiable

Terms & Conditions of Employment

Working Hours:
Company office hours are 9.00am - 5.30pm.
Occasional early mornings, evenings, and weekends will be required.
Annual Leave:25 days annual leave pro rata plus bank holidays. TOIL may be agreed for additional hours worked.








Overview of the post 
The Operations Manager will ensure the effective day-to-day running of Theatre and Dance NI and oversee organisational systems, governance processes, compliance, HR coordination, membership support, and event logistics. It is a key post that will enable TDNI to operate efficiently and deliver high-quality services to its members and the wider sector.

Key Responsibilities

Organisational Operations & Administration
· Provide day to day operational oversight, managing office systems, processes, and workflows to ensure smooth and efficient organisational functioning.
· Maintain accurate organisational records and databases, ensuring information is up to date, well organised, and compliant with internal and external requirements.
· Liaise with service providers and ensure value for money, and compliance with tendering and procurement.

Governance, Compliance & Risk Management
· Ensure organisational compliance with health and safety requirements
· Manage GDPR processes and oversee data protection practices
· Lead on governance administration, including scheduling and supporting board meetings, preparing and disseminating accurate minutes and papers, and maintaining all governance documentation. 
· Support the development, implementation, and regular review of organisational policies, ensuring full compliance with all procedures and regulatory/legal requirements and best practice. 
· Maintain familiarity with governing documents and legal responsibilities under relevant charity laws.

HR & Staff Coordination
· Manage and keep records of team meetings, communicating relevant information/actions to relevant team members including Finance Officer i.e. budget changes, upcoming spend, funding awards etc.
· Manage HR systems and processes (Annual leave, sickness etc.) Reporting to Finance Officer with relevant payroll information. 
· Support staff wellbeing by providing operational support/ administration of supervision, meetings, and annual performance reviews.
· Manage staff, freelance & associate rotas, contracts, agreements and HR documentation.

Finance & Resource Management
· Supporting payments, budget monitoring and financial reporting with Finance Officer and Executive Director. 
· Overseeing organisational subscriptions, insurance, and contracts with Finance Officer. 
· Ensuring value for money and efficient resource use
· Manage reporting of funders i.e. when reports are due, what information is needed from each member of staff and coordinate.

Membership, Project & Event Support
· Act as the main point of contact for members, managing enquiries, renewals, and onboarding processes.
· Support the planning and delivery of programmes, training, workshops, networking sessions, and sector events.
· Manage event logistics, including bookings, scheduling, and coordination of venues, suppliers, and partners.
· Oversee hire equipment bookings and maintain accurate records of usage.
· Coordinate the collection of information, data analysis from events, member surveys and statistics for reporting and planning purposes.  


IT & Systems Management
· Oversee implementation of digital tools, CRM systems, and software.
· Manage supplier IT support and troubleshooting.
· Ensure cyber‑security and data storage systems are maintained.

Facilities Development 
· Work with Executive Director to support access to TDNI facilities.  
· Manage and oversee all issues relating to the TDNI office.
General Duties
· Undertake any other appropriate duties which may reasonably be allocated from time to time. 
· Work always within the wording and spirit of the policies and procedures set out in the Staff Handbook. 
· Adhere to TDNI’s commitment to action on climate change initiatives.
· Maintain a flexible approach to working hours, including evenings, weekends, and overnight stays as required.


Person Specification
This section outlines the experience, knowledge, skills, and attributes we require for this role. We will use these criteria to shortlist applicants for interview. Theatre and Dance NI seek the optimum candidate who can best meet all Essential skills and most closely demonstrate the Desirable skills.  

Essential Criteria

Experience & Knowledge
A minimum of 3 years’ experience in an operations/administrative and organisational management role within last 5 years.
Strong understanding of office systems, workflow management, and organisational processes.
Evidence of ability to multi-task and work to deadlines.
Experience supporting governance functions (board meetings, minutes, statutory records).
Knowledge of charity governance and statutory reporting/ compliance. requirements (Charity Commission, Companies House, Health & Safety, GDPR/data protection, safeguarding).
Experience of supervising staff, volunteers and contractors including implementing & review of organisational HR e.g., Employment, Diversity, Health & Safety & Risk policies
Experience coordinating events, training, workshops, or sector programmes.
Understanding of financial processes (reporting, budget monitoring, invoicing, procurement).
Experience producing operational reports or policy documents.


Skills & Competencies
A high level of computer literacy and familiarity with standard office software packages (e.g., Microsoft Office).
Ability to improve organisational systems and workflows.
Experience managing CRM systems or data‑collection processes and confident using digital tools, and cloud‑based platforms.
Excellent organisational and time‑management skills.
Strong communication, interpersonal skills and relationship management with proven experience of relationship management with key partner organisations, building and maintaining effective relationships with a range of individuals and stakeholders in the delivery of excellent levels of service.
Well-developed negotiating, influencing and communication skills, including excellent oral, written and presentation skills for a variety of audiences.
High accuracy and attention to detail.
Ability to manage logistics and scheduling for events and programmes.
Strong problem‑solving skills.

Leadership & Personal Qualities
Ability to work independently and proactively.
Collaborative approach with colleagues and partners.
Commitment to supporting the performing arts sector in NI.
Flexible and adaptable.
Good time keeping and attendance
Commitment to equality, diversity, inclusion, and climate‑action values.

Desirable Criteria

Experience & Knowledge

Knowledge of performing arts sector in NI.
Understanding of the needs of artists, freelancers, and arts organisations.
Experience supporting funding reporting or grant administration.
Familiarity with safeguarding in arts/community settings.

Skills & Competencies
Confidence managing supplier relationships and procurement.
Skills in event design or audience engagement.
Access to a transport for work purposes.
Personal Qualities
Enthusiasm for TDNI’s mission and sector development.
Creative, solutions‑focused mindset.
Ability to contribute to strategic planning and fundraising. 
Proven ability to work independently, to innovate and work within a team
A willingness to learn and develop
Ability to challenge negativity and discriminatory behaviours 








CONFIDENTIAL APPLICATION FORM for Operations Manager

Completing the application form
It is important for us as employers to know as much as possible about you, the applicant. Please complete this form accurately and in full as the decision to shortlist you will be based solely on the information you provide. Please do not include any attachments.  

Please refer to the Job Description and the essential and desirable criteria outlined in the Person Specification in the information pack. Please ensure you evidence your experience against each of the criteria in the Person Specification. 

We will treat all documents and information received from you as confidential unless required to disclose them by a statutory body in connection with any claim which may arise out of the appointment.

Submitting your application
Closing date for receipt of completed applications is 12.00 noon Friday 5th February 2026.

An electronically completed Application Form should be emailed to finance@theatreanddanceni.org.

In the Subject line, please include the following Recruitment – Operations Manager. You will receive an acknowledgement on receipt of your application. 

The method of application is by application form only. Additional CVs will not be considered. 

Please complete the Equal Opportunities Monitoring Form and send as a separate attachment in the same email. 

Incomplete application forms will result in your application being disqualified.

Interviews
If you are shortlisted, interviews will be held Thursday 12th February 2026 between 10am and 1.00pm and you will be contacted with further details. 

Reasonable adjustments
We want to make sure that there is equality of opportunity in all our recruitment. Interviews can be held on Zoom. If there are any barriers to you taking part in an interview in any way, please let us know below. We will make any reasonable adjustments to allow us to fulfil your needs.


EQUALITY OF OPPORTUNITY STATEMENT
It is Theatre and Dance NI’s intention to ensure equal opportunity for all job applicants and to eradicate direct or indirect discrimination so that no person shall receive less favourable treatment on the grounds of sex; marital status; religious belief; political opinion; disability; ethnic origins; sexual orientation; age or Trade Union membership.  No person shall be disadvantaged by any conditions or requirements that are neither justified nor required for the job.  All recruitment, promotion and training opportunities will be based on merit as measured by qualifications, experience, ability, personal attributes, and job performance.  

Theatre and Dance NI is an Equal Opportunities Employer and a Living Wage employer.




PERSONAL INFORMATION

	Surname
	Forename(s) (Please underline name by which you are known)

	
	

	Address & Postcode
	E-Mail Address

	

	

	Day Time Contact Number 
	Mobile Number

	
	



	Length of Notice required for current employer:

	




Interview Arrangements
 
	Please give details of any special arrangements required at interview:






DECLARATION

I hereby certify that all the information given by me in connection with this application is correct to the best of my knowledge, that all the questions relating to me have been accurately and fully answered and that I possess all the qualifications that I claim to hold.

Signed:  					Date: 






REFERENCES 

Please give the names and addresses of two people who are able to provide references relating to your work experience and suitability for this post.  One referee should be a previous employer and if possible, your present or most recent employer.  

It is organisational policy to take up references prior to appointment.


Reference 1 (Employer)	Name:
Address:

 
Reference 2 (Other) Name:
Address:



EDUCATIONAL RECORD
												
	School or 
Institution
	Course and 
Main Subjects
	Year Completed/
Length of Course
	Results

	






	
	
	





OTHER EDUCATION OR TRAINING

	Training
	Institution
	Dates Completed
	Results

	
	
	
	





PROFESSIONAL QUALIFICATIONS OR MEMBERSHIPS

	Name of Professional or Technical Association
	Date
	Status

	
	
	

	
	
	



EMPLOYMENT HISTORY 

Detail all your employment/self-employment (and periods of unemployment) starting with the most recent.  If you cannot give actual dates, please indicate relevant month.  If necessary, continue on a separate page.

	Dates
(Month / Year)

	Employer’s Name
And Address
	Job Title and Main Duties
	Reasons for Leaving

	



	
	
	



	
	





	
	

	



	
	
	

	



	
	
	

	



	
	
	




















	Why do you want to work with Theatre and Dance NI? (max 350 words)

	















	EXPERIENCE, SKILLS AND KNOWLEDGE (Maximum: 2000 words)
Please detail how you meet the essential and desirable criteria listed in the Person Specification within the job information pack. 
The panel will use the information you provide in this section to decide how you meet the requirements listed in the Person Specification. 
Please be concise, use headings/bullet points to make it clear which criteria item you are responding to (please note the box will expand for your answer)


	


























1
Address: Crescent Arts Centre, 2-4 University Road, Belfast BT7 1NH/ https://theatreanddanceni.org/ 

Principal funder, Arts Council of Northern Ireland - 

Theatre and Dance NI Charity No. NIC105810.
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