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Job title:

Culture Diary Manager 
Grade:


9

Directorate:

Communities & Intelligence 

Job Purpose

1. Work closely with cultural organisations working internationally to identify opportunities for  closer working with government agencies, delivering return on investment for both parties.

2. Lead the management and development of The Culture Diary (www.theculturediary.com), as a valuable, comprehensive resource for cultural organisations and government agencies.

Principal Accountabilities

1. Develop the overarching strategy to work in partnership with stakeholders -GREAT campaign, Arts Council England (ACE); British Council (BC), Department for Culture, Media and Sport (DCMS), Foreign & Commonwealth Office (FCO), UK Trade & Investment (UKTI) and VisitBritain (VB) -  to help deliver return on investment as a result of cultural activity overseas.

2.  Identify and plan events and opportunities to exploit cultural activity happening in territory.  Continually advocate for government agencies to use the Culture Diary events for mutual benefit, through attendance at events and presentations, providing potential funding or partnerships for the culture sector, or potential business deals or partnerships.  

3. Represent The Culture Diary across the UK and internationally, and across art forms.  Work with senior cultural leaders to gather information about international working and identify opportunities for working with government agencies and events.

4. Manage the website development and be key point of contact for the digital development agency, agreeing priority development and improvement issues within budget. 

5. Develop a national marketing campaign to increase users of, and engagement with, the Diary, through a social media strategy; CRM; PR and face to face. Ensure The Culture Diary is a comprehensive listing of UK cultural activity, with particular emphasis on international activity.  Work with partners to deliver the agreed strategy.

6. Produce showcase and cultivation events for The Culture Diary in priority markets.

7. Manage The Culture Diary brand, and ensure that its values are reflected by partners and steering group

8. Attend events and conferences, giving presentations and being an ambassador for the project.

9. Keep the stakeholder group up to date with all developments, marketing and communications.  Organise regular meetings, feedback and reporting.

10. Manage all funding, contract and financial accountability related to The Culture Diary.

11. Work with the GREAT campaign external evaluation team to ensure that all activity generated through The Culture Diary is tracked effectively.  

12. Research and plan a fully costed legacy plan for The Culture Diary beyond 2017.

13. Promote and enable equality of opportunities, and promote the diverse needs and aspirations of London’s communities

14. Manage staff and resources in allocated to the job in accordance with the Authority’s policies and Code of Ethics and Standards 

15. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams

Key relationships:

Accountable to:
Culture Strategy Manager
Accountable for:
Culture Diary Co-ordinator; staff and resources allocated to the job

Principal contacts:
GLA Culture team, Mayoral Advisor for Culture, Culture Diary Steering Group (GREAT campaign, Arts Council England; British Council; Department for Culture, Media and Sport; Foreign & Commonwealth Office; UK Trade & Investment, VisitBritain), London and the UK’s cultural sector.

Terms and conditions:

The contract will run until 31 March 2017 and be managed by the Culture Strategy Manager at the GLA.


Person specification

1.  Technical requirements/experience/qualifications

· Significant project management experience with a complex range of high level stakeholders (including government agencies), reporting to them and ensuring their contribution to project

· Experience of working with government agencies particularly internationally

· Experience of managing digital projects, including managing external UX and front/back end development agencies 

· Experience of drawing up marketing strategies and plans for projects, social media plans and implementation, thinking creatively and offering innovative ideas. 

· Experience of event management – planning and project management

· Experience of working with the media and managing communications campaigns related to the cultural sector.

· Good knowledge of London and the UK’s cultural sector

· Experience of drawing up, controlling and monitoring budgets

· Experience in fundraising  and securing sponsorship

· Significant experience of developing national and international strategy within the culture and creative industries sector is desirable

2. Behavioural competencies

STAKEHOLDER FOCUS

…is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations

Level 3 indicators of effective performance

· Understands diverse stakeholder needs and tailors team deliverables accordingly

· Is a role model to others, encouraging them to think of Londoners first

· Manages stakeholder expectations, so they are high but realistic

· Removes barriers to understanding the needs of diverse stakeholders, including hard to reach groups

· Focuses own and team’s efforts on delivering a quality and committed service

BUILDING AND MANAGING RELATIONSHIPS

… is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 

Level 3 indicators of effective performance

· Actively engages partners and encourages others to build relationships that support GLA objectives

· Understands and recognises the contributions that staff at all levels make to delivering priorities

· Proactively manages partner relationships, preventing or resolving any conflict 

· Adapts style to work effectively with partners, building consensus, trust and respect
· Delivers objectives by bringing together diverse stakeholders to work effectively in partnership
COMMUNICATING AND INFLUENCING

… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.

Level 3 indicators of effective performance

· Encourages and supports teams in engaging in transparent and inclusive communication

· Influences others and gains buy-in using compelling, well thought through arguments

· Negotiates effectively to deliver GLA priorities

· Synthesises the complex viewpoints of others, recognises where compromise is necessary and brokers agreement

· Advocates positively for the GLA both within and outside the organisation

STRATEGIC THINKING

…is using an understanding of the bigger picture to uncover potential challenges and opportunities for the long term and turning these into a compelling vision for action. 

Level 3 indicators of effective performance

· Translates GLA vision and strategy into practical and tangible plans for own team or delivery partners.

· Consistently takes account of the wider implications of team’s actions for the GLA.

· Encourages self and others to think about organisation’s long-term potential.

· Informs strategy development by identifying gaps in current delivery or evidence.

· Takes account of a wide range of public and partner needs to inform team’s work.

PLANNING AND ORGANISING

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.

Level 3 indicators of effective performance

· Monitors allocation of resources, anticipating changing requirements that may impact work delivery

· Ensures evaluation processes are in place to measure project benefits

· Gains buy-in and commitment to project delivery from diverse stakeholders

· Implements quality measures to ensure directorate output is of a high standard

· Translates political vision into action plans and deliverables

PROBLEM SOLVING

… is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions. 

Level 3 indicators of effective performance

· Clarifies ambiguous problems, questioning assumptions to reach a fuller understanding.  

· Actively challenges the status quo to find new ways of doing thing, looking for good practice.

· Seeks and incorporates diverse perspectives to help produce workable strategies to address complex issues. 

· Initiates consultation on opportunities to improve work processes.

· Supports the organisation to implement innovative suggestions. 

MANAGING AND DEVELOPING PERFORMANCE

… is setting high standards for oneself and others, guiding, motivating and developing them, to achieve high performance and meet the GLA’s objectives and statutory obligations.

Level 2 indicators of effective performance

· Seeks opportunities to develop professional skills and knowledge and encourages team to do so.
· Ensures own and others’ workloads are realistic and achievable
· Provides staff with clear direction and objectives, ensuring they understand expectations 
· Recognises achievements and provides constructive feedback and guidance 

· Gives staff autonomy and confidence to perform well and to their potential
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