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JOB DESCRIPTION

Head of Programming 

Reports to:




Director of Events
Programming team comprises:

Programming Manager

Programming Executive







Programming Coordinator

Programming Assistant

Key Result areas:

1.
Oversee the Programming team to respond to enquiries from third parties wishing to promote events at the Royal Albert Hall; determine whether or not to issue contracts and negotiate the terms of those contracts so as to achieve agreed income targets and an agreed balance of programming content.

2.
Research, identify and promote new programming and artists both in the main auditorium and other areas within the Hall, in particular the Elgar Room, with a view to developing new audiences, promoting the Hall as a brand and defining the Hall’s artistic programme.  

3.
Promote first class relations with existing and prospective new promoters and identify potential new business and artists.

4.
Lead, manage and develop the Programming team.

5.
Support and where appropriate deputise for the Director of Events in negotiations / discussions with major promoters and co promotion partners.

6.
Act as Ambassador within the Hall to promote programming initiatives. 

Commercial Responsibilities
· Ensure prompt and courteous response to all enquiries for use of the Hall, including undertaking ‘show rounds’ and initial meetings with promoters.

· Respond to enquiries from promoters or their lawyers regarding aspects of the Hall’s venue hire agreement; refer queries where necessary to the Director of Finance and Administration or the Director of Events as appropriate.

· Maximise, within the Hall’s published policies and guidelines, the income from third party promotions in the main auditorium and other spaces around the Hall as well as the Hall’s peripheral income to include filming and broadcast facility fees and show related income (eg rehearsal fees, early access fees) and develop these strands.
· Make recommendations to the Director of Events with regards to the Hall’s hire terms, in light of promoter reactions and undertake periodic benchmarking of the Hall’s charges against other venues.

· Participate actively in the preparation of budgets (both main and non – auditorium), business plans and updated forecasts with regard to the number of events, and income to be derived from them.  Contribute more generally in the discussion of the Hall’s strategic direction and the formulation of long term business plans.

· Ensure that up to date information indicating the likely pattern of events and the financial implications of those events is regularly updated and disseminated to those attending Leadership Team meetings.  Attend such meetings and report on significant changes and initiatives to the Programme.
· Ensure efficient and prompt administration of all aspects of contractual arrangements relating to hires, to include financial documents outlining rental deals (Input 1s) and event confirmation documents (Pinks).

· Oversee the sign off (by the Programming Manager) of any final settlement after an event before it is approved for payment, including all show related and Box Office costs (Input 2s and 3s).

· Using the Hall’s events booking system, Artifax, ensure that up to date records are maintained as appropriate, in respect of all contacts, cancellations, conflicting diary issues and all financial information ensuring at all times that the Hall complies with the appropriate requirements of the Data Protection Act.

· Ensure that the Hall complies with all requirements of promoters with regard to Foreign Entertainers Tax, PRS and any contractual terms in respect of deposits by promoters. 

· Produce reports and presentations, as requested, and regularly attend meetings of the Programming Committee of the Hall’s Council to update the Committee on programming initiatives.  

· Administer applications for the Annual Free Let and make recommendations to the Secretary to the Corporation as to the respective merits of such applications.

· Oversee the commercial use of the Elgar Room to include both artistic and corporate hires.  Work closely with the corporate team at all times to develop the commercial business in this new space.  Ensure that all administration is undertaken as appropriate.  

· Maintain first class relations with around 300 existing and prospective new promoters (UK and abroad) as well as artists, agents, managers and the Hall’s Council.   Ensure that the Hall, across all departments, is delivering the best possible service to these groups liaising with all areas to support this.  

· Develop and maintain relationships with internal Hall departments to ensure their cooperation.  Liaise at an early stage with all key internal Hall personnel regarding the potential impact of any prospective event on Hall activities and operations.

· Resolve conflict whether internally or externally particularly where an outside promoter is concerned. Gain full information and offer appropriate remedies whenever possible which could from time to time include financial compensation.  

· Chair the Event Planning and Events Debrief meetings and attend the Leadership Team Meetings.
· Represent the Hall at industry events, including the National Arenas Association meetings,  International Live Music Conference, any award ceremonies or other events as requested by the Director of Events or Chief Executive.

· Undertake such other tasks and responsibilities as may reasonably be requested from time to time by the Director of Events or the Chief Executive.

Artistic responsibilities:
· Lead and develop the Hall's own and co-promote programming in the main auditorium and in peripheral areas around the Hall including the Elgar Room, Café Consort, loading bay and other areas to include:
· Sustaining non-auditorium series to include ignite, hush, Late Night Jazz, Classical Coffee morning

· Sustaining and developing the exhibition series reflect (ground floor corridor)
· In conjunction with the Programming Co-ordinator, developing the use of the new Elgar Room, raising its profile as a performance space and formulating new and innovative ways for use of the room for one off artistic events, working towards a strong programme of events.

· Develop partnerships with third parties (to include artists, managers, agents, record companies etc) to work on specific programming projects and developing ideas for new events at the Hall.  

· Undertake feasibility exercises as to the appropriateness and suitability of events outside the main auditorium to include researching proposed artists, collating budgets, draft marketing plans, technical details and liaising internally with the appropriate departments.  

· Ensure that marketing and PR is undertaken for all events.  Liaise with and, where appropriate, direct the marketing and PR team to ensure that each event is marketed according to its audience, using new media where appropriate.

· Oversee occasional main auditorium, Hall’s own or co-promoted events as required by the Director of Events.  Examine the viability of a show by considering all financial, marketing, Box Office and technical details.  This includes overseeing the Hall's own Organ concerts.

· Keep abreast of artists and trends in live entertainment and attend concerts/other events.

· Undertake welcome speeches for openings of the Hall’s events, in particular exhibitions and their associated events, always ensuring that agreed Hall messages are conveyed.

Management and development of the Programming team

· Responsible for the motivation, objective-setting and development of the team.
· Ensure the whole team receive regular feedback and performance reviews against objectives.
· Ensure team members receive all necessary training and on the job coaching.
· Management of any disciplinary or under-performance issues.
· Responsible for the effective administration of the Programming department within budgetary constraints.
· Promote co-operation and communication between the Programming team and others in the Hall.

· Hold regular team meetings and individual meetings as necessary within the Programming team as well as joint meetings with the Marketing & Corporate Relations and Learning & Participation Departments.

Person Specification

Experience & qualifications

· Demonstrable experience of programming in, or providing programming for a live venue environment 

· Proven track record of working with promoters 
· Previous roles must have included the responsibility for managing a team; including review of work, training, motivation, disciplinary matters etc.

· Demonstrable experience in creating, monitoring and adhering to budgets and completing final settlements

· Previous roles must have had elements of commercial analysis and decision-making

· Computer literacy on Word, Excel and Outlook and knowledge of IT systems (event management systems)

· Experience of organising, participating or involvement in live events 
· Experience of administering and negotiating contracts and knowledge of contractual processes
· A demonstrable knowledge and understanding of all artistic genres and the ability to converse knowledgably and confidently  with key stakeholders such as artists, promoters and managers about such genres
Working style

· Attention to detail, takes satisfaction from 100% accuracy

· Able to see the big picture (whilst understanding the detail) and to perceive the wider implications 

· A creative problem-solver, thinking laterally with pragmatism

· Carefully plans workload, prioritising day to day demands with flexibility under pressure

· Calm under pressure with a good sense of humour and warm approach to people from all backgrounds

· An acceptance and a good understanding of the importance of office systems and procedures 

Leadership

· Understands the importance of a motivated team and is able to maintain this through varying circumstances

· Leads by example; working hard with a customer-service focus

· Gentle self-confidence which naturally wins the confidence and trust of colleagues

Communication

· A natural communicator, with strong influencing and negotiation skills

· The ability to write clearly, simply and to tailor the writing style depending on the intended readers

· Able to present, with gravitas, on a wide range of issues as a member of the Hall’s senior management team

Desirable
· A degree or equivalent relevant experience in the arts

· Understanding of PRS, PPL, FEU and other music licences as appropriate in an arts environment

· An interest in the arts and a genuine love of attending live performance

· A good knowledge of classical music as this role often needs to advise artists/promoters as to their intended repertoire and its potential for selling tickets as well as advising the programming team on a similar basis.
The role will require significant flexibility of working hours to embrace the responsibilities within the department and the services that it provides, particularly some evenings when entertaining clients.  
PAGE  
3

