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March 2021  
 
LARGE PRINT 
 
EXECUTIVE DIRECTOR RECRUITMENT PACK  
 
 
Hello,  
 
Thanks so much for your interest in the new role of 
Executive Director for PDSW. This role has been created 
in the light of the retirement of our Finance & HR 
Manager, Judy Hooper, and of a restructuring in Autumn 
2020 to manage the impact of the pandemic. If you want 
to join a caring, dynamic organisation at a key moment to 
influence its future growth, this could be the job for you.  
 
We want our workforce to be representative of all 
sections of society and actively welcome candidates who 
are currently underrepresented in the arts, people of 
colour, those who self-identify as LGBTQIA+, those from 
lower socio-economic backgrounds and those who self-
identify as disabled.  
 
Please let us know if you need any of our recruitment 
information in a different format and we’ll make it 
happen.  
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Application Process :  
 
1. Please send your CV and a letter outlining how you 
meet the criteria for this job.  
 
2. Please also return an Equality Form as it is through 
analysing these that we learn if we are reaching a 
broader demographic or not and we can change our 
policies if we need to.  
 
Deadlines :  
9am Wednesday 28 April : deadline for applications to 
be submitted to jobs@pdsw.org.uk  
 
Thursday 6 May @ Pavilion Dance, Bournemouth : 
Interviews  
 
Covid has accelerated the pace of change and with it 
there are opportunities for us to shift our working 
practice to be inclusive and even more ambitious to bring 
the joy of dance into more people’s lives. We’ll respond 
to the Arts Council “Let’s Create” agenda with its 4 
Investment Principles and to BCP Council’s Corporate 
Plan which places great importance on community, 
inclusion and culture. You will work with myself and the 
Leadership Team to determine our strategic direction and 
lead our income generation strategy.   

mailto:jobs@pdsw.org.uk
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We have a strong Board of 10 Trustees led by the Chair of 
Board Mandy Fitzmaurice. The board has been recognised 
for its strong diverse profile and are incredibly generous 
in giving time to us to consider important issues – 
whether that is managing the organisation through Covid 
or thinking about new business models.  
 
Our values are to be : kind, inclusive, inspiring and 
passionate. Every member of staff embodies those values 
and they underpin our work. We have a staff of 18. 
Despite some incredibly challenging times for them, 
personally and professionally, over the last year, there is 
a strong sense of ambition, creativity and determination. 
Staff remark on the spirit of care and respect that they 
feel at PDSW. You will be welcomed into this team.  
 
You will lead on our financial management, HR and 
fundraising and support other strategic development 
opportunities.  
 
January-March 2021 we have worked with Ciara Eastell & 
Tom Wilcox from CounterCulture and our Changemaker 
Natasha Player to review our Business Model and write 
the first iteration of our Business Plan 2021-2026. You 
will join us at a time where we have a strong foundation 
to build on.  
 
This area offers a great quality of life. Our venue is right 
next to Bournemouth Pier and miles of some of the best 
beaches in the country. You have easy access to walks 
and pubs, to food and events, to hotels and good 
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transport to other national and international 
destinations.  
 
There is a growing technology sector here – one of the 
fastest in the UK – and 2 universities challenging ideas to 
move forward and respond to new opportunities. You can 
literally make footprints in the sand at Pavilion Dance – 
they mark the path of the dancers along our corridors.  
 
Hopefully this pack will have enough information to make 
you want to come and join us and to have a pretty good 
idea about who we are and where we’re going. But feel 
free to email me to arrange a call if you would like to 
know any more before applying.  
 
I look forward to hearing from you.  
 
All the best  
 
Zannah  
 
ZANNAH CHISHOLM  
ARTISTIC DIRECTOR CEO  
zannah@pdsw.org.uk  
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Job Pack 
 
Introduction to Pavilion Dance South West PDSW  
 
Our Vision: Dance touches everyone’s lives.  
 
Our Mission: Transforming communities through dance by 
opening doors, holding hands and enabling people to see 
themselves in all that we do  
 
Our Values: Kind. Inclusive. Inspiring. Passionate.  
 
We are part of Arts Council England’s National Portfolio 
2018-22 and supported by the local authority until 2023. 
Like all arts and cultural organisations and wider society, 
we have had to adapt and readjust to a new world over 
the last year : reshaping our relationships with our local 
communities, the artists and partners we work with and 
our staff team, freelancers and trustees.  
 
We had been expecting to celebrate our 10th birthday at 
Pavilion Dance in Bournemouth in 2020 but instead we 
found ourselves, along with arts and cultural 
organisations around the world, facing a time of 
enormous challenge.  
 
We took action proactively in autumn 2020 to downsize 
our organisation in order to control our costs and create a 
sustainable staffing model for the future and in early 
2021 took time to reflect on our future strategic  
direction.  
 



6 
 

In tandem, we worked proactively to engage with our 
freelance community and with our audiences, rapidly 
moving our existing digital content online. We celebrate 
our 25th anniversary in 2021 and hope to make a splash in 
the autumn to acknowledge that milestone.  
 
We are operating in an environment undergoing huge 
change locally, regionally, nationally and internationally. 
 
 The creation of Bournemouth Christchurch and Poole 
(BCP) Council in 2019 as the twelfth largest conurbation 
in the country, along with a new political administration 
since October 2020 have created a timely opportunity for 
us to play an even more expansive role in the cultural life 
of our local communities.  
 
The Council’s ambition and drive to deliver on the 
Cultural Compact work as part of the reset and recovery 
plans for the area give us scope to deliver on Arts Council 
England’s “Let’s Create” ambitions and to have even 
greater impact locally. Themes to meet post Covid need 
and opportunities :  
 
Regionally and nationally, our work on Surf the Wave - 
our most ambitious project to date - came to an end last 
year and this moment presents huge opportunities for us 
to build on its legacy of profile and ways of working. 
There are opportunities for artists, dance organisations 
and companies to collaborate in new and meaningful 
ways in a new era for dance.  
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From a national perspective we are hugely excited by the 
potential of Arts Council England’s new 10 year strategy 
Let’s Create. We recognise that it creates a moment for 
galvanising more participative, co-produced and deeper 
connections with our communities, supporting the 
emergence of Creative People, Cultural Communities and 
A Creative and Cultural Country. 
 
 It chimes with our community arts roots which came to 
the surface when we maintained our community 
relationships and work throughout the pandemic 
Lockdowns. 
 
Themes to meet post Covid need and opportunities :  
 
Dancing in the Streets : Taking dance outside our venue 
to community centres, schools, parks, seaside spots and 
creating more work by, of and with artists and 
communities and involving more members of the public in 
our regular professional programme  
 
Digital Dance : Recognising the potential of technology to 
enhance live and online work and of our new unique 
online programme to nurture an online audience  
 
Children & Their Grown Ups : prioritising great work by, 
with and for children to make sure they have wonderful 
dance experiences and the chance to dance and their 
talent to be nurtured  
 
Popular pop ups : bringing dance and dancers who the 
public are familiar with to Pavilion Dance and inviting 
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more people to come to our programme.  
 
At the heart of our plan is new thinking about how we 
will deepen our connections with our local communities, 
reframe our regional role and continue to develop a 
resilient, sustainable and diverse organisation.  
 
Our vision remains committed to bringing dance alive in 
everyone’s lives and we approach this vision with 
renewed energy and commitment, knowing – from our 25-
year history – that dance – whether as an artist, a class 
participant or audience member – has an incredible 
ability to connect beyond words, to express meaning and 
emotion and to enable people to understand themselves 
and each other better.  
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Job Description  
 
Executive Director  
 
The Executive Director will be responsible to the Artistic 
Director CEO for the senior leadership of Pavilion Dance 
South West.  
 
You will be an individual with a proven track-record 
within the cultural sector at a senior level. Ideally you 
will be familiar with organisations that have Arts Council 
England National Portfolio Organisation funding status 
and experience of senior leadership within an arts 
building. Capital project experience would be 
advantageous.  
 
Job Title: Executive Director  
 
Responsible to: Artistic Director CEO  
 
Responsible for: Marketing & Communications Manager, 
Venue Manager, Finance Officer, Participation Producer 
Communities & Outreach  
 
Terms: Permanent contract – 37.5 hours per week  
 
Holiday Entitlement: 25 days per annum plus Bank 
Holidays. An additional 1 day for every 3 years worked up 
to 28 days in total.  
 
Notice period: Three months  
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Probationary Period: Six months  
 
Office Base: Pavilion Dance, Bournemouth and remote 
working  
 
Salary range: £37,000-£42,000 depending on experience 
 
Benefits: 4% company contribution to Workplace pension 
scheme, Flexible working, Employee Assistance 
Programme including MyMindPal app, free classes and 2 
tickets to PDSW events  
 
Purpose of post : To work in partnership with the Artistic 
Director CEO to achieve PDSW’s vision and deliver on its 
plans and commitments.  
 
The role leads on the operational running of PDSW, 
including financial management, fundraising, HR, 
administration, data collection and reporting to 
stakeholders and legislative compliance. It will contribute 
to the consideration of how best to manage our corporate 
responsibilities which may require some different 
thinking for the future.  
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Essential duties: 
 
• To work closely with the Artistic Director CEO to set 
and monitor budgets and cashflows and produce financial 
management reports for the Board  
 

• To ensure implementation of and compliance with 
policies, procedures and legal requirements including 
employment law and GDPR  
 

• To hold the fundraising strategy and support staff 
leading on bids or conversations with corporates  
 

• To support the Artistic Director CEO when needed to 
maintain key stakeholder relationships such as Arts 
Council England and BCP Council  
 
Strategic planning:  
 
• To work with the Artistic Director CEO to produce, 
review and monitor PDSW’s business plan  
 

• To implement systems to ensure the consistent 
collection of data across all programmes  
 

• To use this data in decision-making and reporting to 
stakeholders  
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Financial management:  
 
• To work closely with the Artistic Director CEO to set 
budgets and cashflows  
 

• To liaise with the Finance Officer and support budget-
holders to understand, manage and produce cashflows for 
their budgets  
 

• To oversee the work of the Finance Officer and 
contracted payroll administrators  
 

• To produce accurate quarterly management accounts, 
scenario plans and other financial reports as required to 
monitor financial progress  
 

• To work with the auditors to ensure timely preparation 
of the Annual Accounts and Trustees’ report for Board 
approval  
 
• To proactively identify opportunities to generate 
funding for programme activity  
 
• To manage VAT returns  
 
• To manage Gift Aid  
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Governance and operations:  
 
• To ensure PSDW meets its statutory reporting 
responsibilities to Charities Commission and Companies 
House  
 

• To ensure regular Board meetings are scheduled, 
working with the Artistic Director CEO to oversee the 
preparation and circulation of papers required for 
effective governance, to attend and present at Board 
meetings and to arrange for minutes to be taken and 
written up  
 

• To arrange the induction programme for new staff and 
Trustees  
 

• To write and maintain an up-to-date risk register for 
presentation at every Board meeting and to work with 
the staff team to identify strategies for mitigating risk  
 

• To support the Venue Manager in relation to 
partnerships with BHLive and hirers and other building or 
capital asset issues  
 

• To ensure implementation and regular review and 
revision of the organisation’s policies  
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HR and line management :  
 
• To lead on HR management and processes, ensuring 
that we keep good records on Breathe HR  
 

• To ensure that we have an Employee Assistance 
Programme package  
 

• To manage the insurance policies covering the building 
and programmes and various liabilities  
 

• To act as line manager for the Marketing & 
Communications Manager, Venue Manager, Participation 
Producer Communities & Outreach and Finance Officer – 
all roles with a significant element of income generation 
in their remit  
 
General :  
 
• To undertake any other work or duties as may from 
time to time be reasonably requested by the Chair of the 
Board.  
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Person specification  
 
Knowledge and experience  
 
Essential  
 
• A minimum of seven years’ experience of strategic 
planning within the subsidised cultural sector  
 

• A minimum of seven years’ experience of financial 
management within the arts/cultural sector  
 

• Knowledge of Sage accounting software  
 

• Knowledge of cultural exemption for VAT  
 

• Understanding of the principles of good governance and 
of working with a Board of Trustees  
 

• Knowledge of charity and company legislation and 
compliance  
 

• Knowledge of best practice within HR and management 
 
 • Understanding of and a commitment to equality, 
diversity and inclusion  
 

• Experience of complex reporting to multiple 
stakeholders  
 

• Proven experience of planning strategically and 
functioning operationally  
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Desirable  
 
• Knowledge of charity VAT  
 

• Experience of working in a shared leadership position  
 

• Enthusiasm for dance and/or contemporary 
performance  
 

• Knowledge and experience of capital projects  
 

• Venue management experience  
 

• Knowledge of Spektrix box office system  
 

• A successful track record in meeting challenging 
fundraising targets  
 

• Knowledge of marketing and communications within the 
performing arts  
 

• Knowledge of Visa and Sponsorship licences  
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Personal Qualities :  
 
The successful postholder will be :  
 
• motivated by PDSW’s values to be Kind, Inclusive, 
Inspiring and Passionate  
 

• comfortable with taking responsibility for decisions  

• able to solve problems and make decisions in a creative 
and pragmatic way  
 

• be excellent with detail  
 

• a collaborative worker  
 

• a facilitative leader  
 

• able to set, oversee and monitor complex 
organisational budgets  
 

• a good report writer  
 

• able to self-motivate and prioritise a complex workload 
and under pressure  
 

• able to combine charitable sector sensibility with an 
entrepreneurial approach  
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