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Inc Arts UK 

 

 

JOB DESCRIPTION: PROJECT MANAGER 

 

REPORTS TO:  Executive Director 

WORKING WITH: Communications and Campaigns Teams, Consultancy Team  

LINE MANAGES: N/A 

SCOPE: Full-time or part-time. Working from home or in London-based offices; flexible 

working welcomed 

CONTRACT: 3 years fixed-term, open to renewal after the stated 3-year period. 3 month 

probationary period  

SALARY BAND: £30,000 – 38,000 

STARTING SALARY: Dependent on experience 

 

CONTEXT 

Inc Arts is a national and regional collective that champions the creative, economic and 

contractual rights of the UK’s Black, Asian and ethnically diverse workforce. We work 

collaboratively across the cultural and creative sector, creating peer-led solutions to redress 

the under-representation and lack of diversity within the UK’s arts sector.  We do this 

through research and advocacy, creating bespoke Equity, Diversity and Inclusion (EDI) 

solutions to arts organisations, and by providing a network of advice, support and fellowship 

to the diverse arts workforce, across all art forms and seniority, and throughout the UK.  

OVERVIEW  

The Project Manager will manage and deliver Inc Arts projects, which span across our 

Research, Advocacy, Networking and Fellowship work streams. You will work closely with 

Communications, Research and Consultancy teams to deliver projects ranging from 

operational activity (e.g. conferences) through to strategic projects (e.g. creation of round-

table discussions, programmes of work with creative and cultural organisations and 

stakeholders). The Project Manager will need to be highly organised while also being able to 

take a strategic, creative and agile approach to this work.  
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At Inc Arts our mission is to build an inclusive creative and cultural workforce and society: as 

ethnic diversity is under-represented in the sector we welcome applications from all areas of 

the arts and culture community, and in particular from applicants of ethnically diverse 

heritage. 

The Project Manager role would suit someone who is self-motivated, who has excellent 

organisational and project management skills and who enjoys working to deadlines. We 

welcome applications from project managers who are adept at working both operationally 

and strategically.  

If you are someone who can confidently communicate and engage with people at all levels, 

who is equally skilled at relationship management and group facilitation, and is invested in 

the growing agenda of diversity and inclusion within the creative and cultural sector then 

we’d love to hear from you. This is a role at a growing organisation with high levels of 

responsibility for an ambitious candidate.  

In return we proactively promote work-life balance and provide a high degree of flexibility 

and autonomy in the role. 

 

INC ARTS PROJECTS 

The Project Manager will lead on campaigns and projects delivery, which will include 

creating and managing logistics for physical and digital campaigns and events; stakeholder 

management of partnerships relating to projects.  

They will be responsible for the monitoring, evaluation and reporting of projects, taking a 

lead on focus groups, the creation of case studies and the design and delivery of project 

outcomes and, working in partnership with the Communications team, ensure that project 

outcomes are shared publicly.  

In January 2022 Inc Arts will launch a national campaign to tackle racism in the arts and 

cultural sector. A multi-stranded project that covers a wide and disparate range of creative 

practice, freelancers and venues, Arts Against Racism will engage the sector through 

celebrating best practice, monitoring systemic change, and supporting emotional wellbeing 

initiatives and strategies for reporting of non-inclusive language and behaviours.  

The campaign offers an exciting and positive way for the sector to come together to make 

positive change. The Project Manager will play a vital role in ensuring the campaign’s 

success and will be supported by the wider team to do so.  
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Whilst the Project Manager role is not exclusive to this campaign, Arts Against Racism will 

be a significant part of this role’s duties and responsibilities. 

Project Manager Person Specification 

As a team member you will work across Research, Consultancy and Campaigns outputs, 

bringing your skills to bear to ensure a smooth and collaborative projects delivery.  

We are particularly interested in hearing from applicants who have the following skills and 

experience: 

• 2+ years of working experience in project management and delivery, leading a 

project from its initial stages through to completion  

• Proven track record of using digital tools and processes to track project delivery 

• Proven experience and strong proficiency using MS Office applications including 

Excel  

• A proven ability to self-manage, with demonstrable intrinsic self-motivation and a 

positive outlook 

• Great multitasker with a keen attention to detail and ability to manage multiple 

projects with different deadlines 

• Ability to adapt to fluid and dynamic situations calmly and in a timely manner 

• Experience of or a commitment to working within and developing a supportive, 

inclusive and diverse working organisation and environment.  

• Demonstrable budget management experience and confidence working with and 

analysing numerical data  

• Proven track record of relationship management with organisations and participants, 

with strong collaborative skills 

• Superior written and verbal communications skills with the skills and confidence to 

manage meetings and make public presentations 

• Exceptional time-management 

• Diplomacy, tact and the ability to inspire confidence in managing sensitive and 

confidential information 

• Proven experience in project monitoring, evaluation and report writing 
• A keen interest in the development of arts organisations and the creative and cultural 

sector 

• Understanding of and passion for equality and diversity within the creative and 

cultural sector  

• A commitment to furthering societal equity and inclusion 

The following are not essential but desirable skills and experience  
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• Project Management Qualification (e.g. Agile, PRINCE 2)  

• Prior experience of managing the access requirements of project participants. 

• Delivering professional development opportunities. 

• Experience working in the creative or cultural sector  

• Experience in event/conference design and delivery 

• Design skills or aptitude for programmes to create visual aids and/or assets is 

desirable, but not essential 

 

  

DUTIES & RESPONSIBILITIES 

The Projects Manager’s responsibilities will include, but not be limited to:  

• Create project scopes, project plans, with milestones and KPIs, and budget 

estimates for digital and physical campaigns 

• Contribute to the planning of campaigns and projects, festivals and one-off events for 

Inc Arts’ activity 

• Oversee the smooth running of projects that you are leading on, ensuring inclusivity 

of content and access, and ensuring transparency of process and great 

communication with all involved 

• Develop and support ethnically diverse creatives through actively developing your 

knowledge of networks across a wide range of creative practice 

• Deliver projects on time and on budget, ensuring all projects have minimal 

environmental impact and are in line with best practice principles for environmental 

sustainability.  

• Attend and/or lead project team meetings as required 

• Provide accurate information to team members and stakeholders to enable 

communications teams to create content as appropriate 

• Ensure freelancers and contracted support workers (e.g. designers, workshop 

leaders) are contracted, supported and briefed in a timely manner 

• Work with the Finance Team to ensure timely payments for all involved, ensuring 

invoices are made and chasing payments or information as required 
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• Liaison with the Administrator to coordinate travel and accommodation, contracts, 

schedules, venue agreements, access information and any other administrative tasks 

that are required 

• In collaboration with your line manager, identify and attend professional development 

and training opportunities  

• Lead on monitoring and evaluation of all projects that you are responsible for 

• Undertake any other duties as reasonably required by Inc Arts leadership team 

• Stay up to date with sector news and opportunities pertinent to Inc Arts, and share 

learning with the wider team 

• Work in accordance with Inc Arts’ Code of Conduct and all organisation policies such 

as Health and Safety, Environmental and Access & Inclusion 

• Ensure that the work you produce for Inc Arts is GDPR compliant and that all GDPR 

and privacy policies are up to date and implemented 

• To undertake other duties as reasonably required 

 

To apply 

Please send an email with the subject ‘[Name]: Project Manager’ to 

admin@incarts.uk:   

• CV 

• Cover letter, max 800 words 

• A sample of, link to, or image and/or short description of an arts or advocacy 

project you have worked on (max. 1-2 sides of A4). 

 

A minimum of two references (including your current/ most recent employer) will be 

requested. 
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