
 

 

 

 

   
 

Inc Arts UK 

 

JOB DESCRIPTION: Relationship Manager 

 

REPORTS TO: Director 

SCOPE: Working from home with flexible working.  

SALARY: £30-35,000 pro rata 

 

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 

Inc Arts provides bespoke Equity, Diversity and Inclusion (EDI) solutions to arts organisations 

as one of its core activities. The Relationship Manager will lead on delivering these solutions by 

delivering EDI training and workshops to Inc Arts clients, and providing EDI consultancy work to 

clients. Inc Arts UK is part of the UK’s arts and cultural sector, where ethnic diversity is under-

represented at all levels. As our mission is to build an inclusive workforce and society, we 

welcome applications from all areas of the arts and culture community, and in particular from 

applicants of ethnically diverse heritage. 

  

DUTIES & RESPONSIBILITIES – The Relationship Manager’s responsibilities will include, 

but not be limited to: 

• EDI Consultancy to develop and deliver bespoke solutions to Inc Arts Partners and 

clients as per service-level agreements. 

• Deliver Inc Arts EDI training workshops. 

• Relationship management of Ally Partners and clients. 



 

 

 

 

   
 

• Co-ordinating with Business and Programme Relationship Managers to: arrange and 

deliver EDI workshops and consultancy; liaise with Inc Arts team of freelance trainers 

and consultants.  

• Writing and supporting Inc Arts research and client reports to deadline 

• Partnership development for awareness and business development opportunities 

 

PERSON SPECIFICATIONS: 

• Experienced facilitator: demonstrable experience in delivering workshops with clarity and 

confidence and empathy. Ability to work well with all levels of skill and seniority, handling 

situations with confidence, tact and diplomacy.  

• Relationship management: experience in dealing with external partners and prospective 

clients, handling the queries in an efficient and professional manner, providing accurate 

information and high level of customer service and delivery of work. Proven experience 

in maintaining and building external client relationships.  

• Project management: Excellent organisational skills. Great time-manager, multitasker 

and capable of simultaneously managing multiple projects with different deadlines. A 

proven ability to self-manage, with demonstrable intrinsic self-motivation, and confidence 

in decision making. Strong skills in collaborative team working. 

• Research skills: proven experience in gathering, analysing and presenting data in well-

written, clear (in presentation and in language) reports, delivered efficiently and to 

deadline.  

• Leadership skills and experience to motivate an internal team and external consultancy 

to deliver workshops, training and consultancy work. 

• Superior presentation, written and verbal skills. High attention to detail and accuracy in 

written work. Proven experience in delivering well-written, clear (in plain English) and 

well-presented client reports to client satisfaction. 

• Highly organised, analytical, detail-oriented and self-motivated. 

• Must be able to think analytically and strategically with keen attention to detail.  

• Ability to handle sensitive information with care and discernment, with appropriate levels 

of confidentiality maintained at all times. 

• Ability to adapt to handle often fast changing and challenging situations calmly and with 

necessary pace. 

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

and diverse working organisation and environment. 

• An interest in the arts sector and engagement with EDI advocacy and change is 

desirable, but not essential. 

 


