
 

 
 

 

 
Cultural Programmer Recruitment Pack 
 
 
Applying for the post  
 
Thank you for your interest in the above position. 
 
Applications must be submitted to the (e)mail address below by 12 noon on Monday 25 June 
2018.  
 
Your application must include 
 

- Your CV 
- A summary of how you meet the person specification and why you want to work for 

Oxford House (maximum 2 pages) 
- Our diversity monitoring form 
- Contact details for 2 current referees (one of which should be your present or most recent 

employer) whom we may approach for a reference. 
 
If shortlisted, applicants will be invited to interview to be held on Friday 29 June.   
 
The selection panel will include Michael Judge (Chair), Asma Shah (Trustee) and John Ryan (Chief 
Executive).  The selection process will include a presentation, practical test and interview. 
 
For more information about Oxford House please visit our website www.oxfordhouse.org.uk. 
 
Please note that this post is subject to a satisfactory DBS check. 
 
We are only able to contact applicants selected for interview. Therefore, if you have not heard 
from us within 1 week of the closing date, please assume that your application was unsuccessful 
on this occasion. 
 
Send your application to  
 
John Ryan, Chief Executive 
 
Oxford House, Derbyshire Street, London E2 6HG  
P  020 7739 9001  
E  jobs@oxfordhouse.org.,uk  

http://www.oxfordhouse.org.uk/
mailto:jobs@oxfordhouse.org.,uk


 

 
 

Cultural Programmer 
 

Job Title:    Cultural Programmer (Full time) 
Reporting To:    Chief Executive  
Salary     £30,000 - £34,000 per annum (dependent on experience) 
Hours     35 hours per week 
Staff Responsibilities: P/T archivist  
Responsible for: Volunteers, interns, work experience, and freelancers 
 

Key Objectives: 
 
You will lead, develop and manage all aspects of our £250k Heritage Lottery Fund (HLF) Activity 
Plan from September 2018 to March 2021, and develop the role beyond the life of the project. 
This includes creating sustainable partnerships with education, cultural and community 
organisations, managing active participation in the project through co-production by local people, 
volunteering, skills development and ensuring our archive project/digitisation plan is complete 
and feeds into new interpretation online and throughout the building.  
 
You will establish an effective model for community collaboration and participation across the 2.5-
year programme and ensure the project contributes to sustainable audience development 
practice. You will then embed this sustainable practice as our permanent cultural programmer 
following the end of HLF funding as Oxford House intends to fund the role from unrestricted 
income. You will work with our partners, tenants, community groups and supporters to ensure 
Oxford House is seen as the leading East London space that celebrates arts, community and 
heritage. 
 

About Oxford House  
 

Oxford House was established in 1884 by Keble College, Oxford, to address the problems caused 
by the growth of urban poverty in London’s East End. Residential volunteers living in Oxford House 
provided opportunities for education, welfare advice, youth clubs and arts and cultural clubs. Over 
130 years later, Oxford House remains at the heart of a neighbourhood characterized by diversity, 
deprivation and the challenge of gentrification.   
 

‘Oxford House is where East London comes together to work, learn, explore and create. We celebrate 
arts, community and our heritage’.  
 

Three strands of work support our vision: (1) offering community spaces including affordable 
work/activity space for 45+ organisations; (2) running a volunteering programme: and (3) an arts 
centre with theatre, gallery & dance studio with a cultural and heritage inspired programme.  
  
Our £2.97 million heritage project, supported by HLF, is underway. It will: 
 

• Provide a new roof and rooftop space for events  
• Create new café/welcome space with extra income stream/attract new visitors 
• Refurbish chapel as space to programme events  
• Provide a 2.5 year community activity programme and new staff 
• Develop our audience and increase annual visitors 



 

 
 

Responsibilities 
 
1. Programme Management 
  

 To develop and create the activity and events programme outlined in the Activity Plan and 
to work closely with other stakeholders to ensure the success of the programme 
 

 To establish and develop excellent working relationships with community partners, 
creating an effective model of community collaboration and participation and establishing 
a way forward for community engagement work beyond the life of the HLF funded project 
 

 Managing and setting Activity Plan budget, grant claims and progress reports to HLF, other 
funders and liaison with the CEO and finance team 
 

 Working with the CEO, archivist, copywriter and interpretation/design consultants, to 
develop and deliver the Interpretation Design strategy (online, print and throughout the 
building) 

 

 Implement the delivery of effective monitoring and evaluation across programmes, 
delivering reports as required to the Board, HLF, funders and other stakeholders 
 

 Supporting the freelance marketing team in development of effective campaigns and 
audience development initiatives including development of marketing materials online 
and in print  
 

 Scheduling the programme across Oxford House spaces; and planning resources in 
consultation with the Oxford House staff and volunteer team 
 

 Planning and co-ordinating production and programming meetings with artists, 
companies, colleagues and partners including negotiating/issuing contracts as required 

 

 Leading on arrangements for temporary exhibitions, and installs where required and 
supporting gallery volunteers  
 

 Ensure that all activities are run in a safe and responsible way including risk assessments 
for activities and events and ensuring compliance with any relevant Oxford House policies, 
e.g. safeguarding, health and safety etc  

 
Programme Development 
 

 Work with the CEO, trustees, colleagues, partners and artists to develop new projects and 
initiatives that help deliver the vision and strategic plan of Oxford House 
 

 Undertaking fundraising as required for projects and programme plans 
 

 Keep up to date with best practice in the arts, community, heritage and cultural sectors 



 

 
 

General 
 

 Acting as a main point of contact for all Oxford House creative programming enquiries 
 

 Maintaining confidentiality at all times 
 

 Working actively at all times within all Oxford House policies including Customer Care, 
Access, Health and Safety, Environmental, Privacy, Diversity and Safeguarding 

 

 Attending training when/where required to develop the role 
 

 Representing Oxford House at external meetings and events 
 

 Supporting Oxford House’s objectives internally and externally including by contributing to 
strategic business planning and the delivery of commercial opportunities 

 

 Undertaking any other duties reasonably requested by the CEO 
 
 
This post requires work with children and vulnerable adults. A security check will be carried out 
with the DBS for this post at Enhanced level. 
 
The post-holder will be required to work some weekends and evenings as the 
programme dictates. 
 
 
 
 
 
 

Benefits 
 
Pension: Pension scheme provided by NEST 
Holiday: 28 days plus bank holidays 
Other benefits: Oxford House café 10% discount (when opens in 2019) 
 

 
 



 

 
 

PERSON SPECIFICATION 
 
The ideal candidate must be able to demonstrate practical experience working in an arts and 
heritage-inspired creative programming or producing setting and will have the skills and 
experience below: 
 
Essential 
 

• A minimum of 3 years working professionally in a similar role, or within a 
programming/producing department for an arts/community venue or organisation 

 
• A wide and up to date knowledge of the heritage, cultural, theatre, dance, music, spoken 

word and/or live events sector 
 
• Experience of working as a project manager, producer or programmer in one or more of 

the following art/cultural forms: heritage, music, theatre, poetry, dance including creating 
or producing culturally diverse work 

 
• A commitment to developing new and diverse audiences within a cultural diverse 

community  
 
• Excellent administrative and IT skills including MS Office, with an understanding of event 

booking and management software (i.e. Artifax) 
 
• Strong numeracy and financial management skills, including experience of creating and 

managing project or event budgets 
 
• Excellent organisational and time management skills, including the ability to multi-task and 

manage own work, unsupervised 
 
• Excellent communications skills, both written and verbal, at all levels 
 
• Excellent accuracy and attention to detail 
 
• A confident, articulate and approachable manner 
 
• Experience of leading and inspiring others as a project manager or collaborator in a team 
 
• Ability to work evenings and/or weekends in addition to general office hours 
 
• A strong desire to pursue a senior career in heritage/arts producing, programming or 

project management 
 
• A demonstrable ability to manage risk, think innovatively and find solutions to problems 
 
• A communicable understanding and enthusiasm for Oxford House’s vision and objectives 



 

 
 

Desirable 
 

• Experience of fundraising and/or writing applications to trusts, foundations and public 
sector grant-givers 

 
• Experience of arts marketing, including social media and digital platforms 
 
• Experience of working across multiple art forms 
 
• Demonstrable flair for developing new and innovative creative projects 
 
• A proven track record of developing sustained, working relationships with artists and 

creative companies 
 

• Experience of developing co-productions with venues, artists and/or companies 
 

• Experience of managing and negotiating artist and event contracts 
 

• Knowledge of UK-wide show touring and tour-booking procedures 
 

 Previous experience of working on Heritage Lottery Funded projects 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

DIVERSITY MONITORING FORM 
 
We are an equal opportunities employer and as such we ask all candidates to complete and return 
this Diversity Monitoring Form.   
 
The data gathered will help us to monitor the effectiveness of our equal opportunities policies and 
procedures. It will be held and processed separately to your application and in accordance with 
the Data Protection Act 1998.   
  
THIS INFORMATION WILL HAVE NO IMPACT ON THE FINAL RECRUITMENT DECISION. 
 

Position applied for  

 
In each section listed below, please choose one option by marking ‘X’ in the appropriate box. 
 
AGE 
 

16-17  18-21  22-30  31-40  

41-50  51-60  61-65  66-70  

71 +  Prefer not to say  

 
DISABILITY 
 

The Equality Act 2010 defines a disability as a physical or mental impairment that has a 
substantial and long-term adverse on an individual’s ability to carry out normal day-to-day 
activities. 
 
Do you consider that you have a disability? 

Yes  No  Prefer not to say  

 
GENDER 
 

Male  Female  

Prefer not to say  

 
MARITAL OR CIVIL PARTNERSHIP STATUS 
 

Married  In a registered civil partnership  

Not married / in a civil partnership  Separated  

Divorced  Widowed  

Prefer not to say  

 
 
 
 
 



 

 
 

ETHNIC GROUP 
 

Asian / Asian British Black / Black British 

Bangladeshi  African  

Chinese  Caribbean  

Indian    

Pakistani    

Other Asian background (please 
specify) 
 
 

 Other Black background (please 
specify) 
 
 

 

 

Mixed Ethnic Group White 

White and Asian  White British  

White and Black African  White Irish  

White and Black Caribbean    

Other Mixed background (please 
specify) 
 
 

 Other White background (please 
specify) 

 

 

Other Ethnic Group (please specify)  

Prefer not to say  

 
SEXUAL ORIENTATION 
 

Bisexual  Homosexual / Gay / Lesbian  

Heterosexual  Prefer not to say  

 
RELIGION OR BELIEF 
 

Buddhist  Christian  

Hindu  Jewish  

Muslim  No religion  

Sikh  Prefer not to say  

Other religion or belief (please specify) 
 

 

 
DATA PROTECTION 
By completing this form, I agree to the organisation holding and processing the data I have 
provided, for its legitimate business reasons stated above. 
 

Date  

 
 


