
Trainee Producer

Salary: 15 hours per week at £22k pro rata, with the possibility of more
hours during busy periods. A freelance fee can be arranged. The post holder
may need to be available to work evenings/weekends occasionally.

Contract type: Fixed term, freelance or PAYE, September 2021 - August
2022

Place of work: Stephen Joseph Theatre, Scarborough.

Application closing date: 9am, Thursday 29th July

Interview timeframe: 19th/20th August

About Us

Community Producer, ARCADE, is led by Scarborough residents, Sophie
Drury-Bradey & Rach Drew. We believe everyone is creative and that culture
belongs to them. We value people, place & creativity. We collaborate with the most
exciting artists, while engaging, involving and empowering communities.

Our approach is to listen and empower. We enable communities, artists and citizens
to create brilliant places to live and work. With skills in artistic curation, project
management and fundraising, ARCADE makes brilliant things happen.

As we are at the beginning of our journey, we are excited to bring people on board
who can help us shape who we are and what we do. We take pride in our flexible
approach, and believe that people who are looked after are more able to do their
jobs well.

ARCADE is an Associate Company of the Stephen Joseph Theatre and this post is
supported by Arts Council England.

https://www.hello-arcade.com/


What is a Producer?

A producer is a person who makes things happen. It’s as simple as that.

If you’ve ever organised a wedding, a birthday party or a family gathering, you’ve
probably got the makings of a Producer.

Producer roles come in all shapes and sizes. Some are creative, some are all about
the money and some like to get lost in the detail. What they have in common is that
they all get things done. They start projects, they bring people together and they,
quite often, do a lot of the logistical legwork to make things happen - that means
the admin, the booking the tickets, the risk assessments and the scheduling.

Producers work with spreadsheets and schedules, solve problems and support
people, think ahead and get involved in all aspects of a project, from proposals to
press, fundraising, evaluation and everything in between. They champion the
creative vision with half an eye on the budget and make sure that everyone is on the
same page and supported to do their best work.

Producers are great collaborators, open to new ways of working and enjoy working
with different people from all walks of life to make a creative project happen.

Does that sound like fun? We know it isn’t everyone’s cup of tea...

If it does though, this job could be for you.

We want to give someone the opportunity to learn the skills of being a producer
through practical experience. We have a raft of awesome projects you’d be able to
work on and you’ll be part of a small but growing, awesome team. You will be
supported by ARCADE co-directors Sophie & Rach to develop your skills and
interests and by the end of the year, you should feel confident calling yourself a
Producer.  Read on for what we are looking for...



The role

We need an enthusiastic, friendly and diligent person, who is keen to learn, and can
help us get organised, supporting us with projects. This role will involve a lot of
admin - we find producing requires a lot of it! So ideally you’d be someone who is
already really good at organising, not afraid to speak to people and capable of
keeping records - we don’t mind if the only way you’ve done this before is, for
example, within your family setting, but you will need to be able to give us
examples. You will be at the beginning of your career in the arts or keen to use this
role to explore starting one.

This role will be built around you, your skills and experience, and take into account
your future goals.

Responsibilities

● Working with Rach and Sophie to manage projects
● Liaising with project partners.
● Helping with jobs like scheduling, logistics, booking travel and

accommodation.
● Supporting funding bids and contracting
● Support evaluation and reporting of activity.
● Supporting with budget management.
● Leading delivery of smaller projects and work with partners.
● Work with the Scarborough Creatives Network.
● Hands on runner support during workshops and shows

Person Specification

● Diligent, organised, hard working
● Flexible, adaptable and enthusiastic, with a positive outlook
● Reliable and motivated
● Passionate about people and creativity
● Keen to learn
● Friendly
● Organised
● Good communicator (written and speaking)
● Experience working/volunteering in an arts / heritage / young people

environment



● Knowledge of Scarborough borough

You should live within an easily commutable distance of Scarborough. We are
unable to provide travel expenses.

Timeline

We would love someone to start with us in September 2021, depending on their
previous commitments. The post will finish in August 2022, but there may be the
possibility to continue depending on funding.

Recruitment process

If you have any questions please email info@hello-arcade.com

We are running two info sessions where you can meet Sophie & Rach, ask
questions or find out more about the role. These are on Monday 12 July 6 - 7pm on
zoom and Saturday 10th July 10.30 -11.30 am in person in Scarborough. (You do
not need to attend an info session to be able to apply.) Email
info@hello-arcade.com to book your place.

To apply, please send us a CV and a cover letter, or CV and short video (no longer
than 5 mins) about your interest in and suitability for the role (referring to the
personal specification above), as well as completing the equal opportunities form -
to info@hello-arcade.com by 9am on Thursday 29th July.

We will aim to contact all applicants by Friday 6th August and hold interviews (in
person or via zoom) on either the 19th or 20th August.

We think it is important that the candidate spends most of their time with us in
Scarborough, but some remote home working is possible.

Rach and Sophie at ARCADE work very flexibly around other commitments. We run
a child and breastfeeding friendly office.

Access
We welcome applications from people of all backgrounds and walks of life, and we
aim to be an inclusive and supportive team to work with. Please let us know if you
require any support to apply, for instance:

mailto:info@hello-arcade.com
mailto:info@arcade-helloarcade.com


● If you prefer this document in an alternative format please email
info@hello-arcade.com

● If you prefer to apply for the role in a different format (to that which is
described above) please let us know by emailing info@hello-arcade.com to
let us know what works for you and we will do our best to accommodate
this

We will do our best to support any access requirements you might have to
interview, and we will ask you to let us know what these are in the case you are
offered an interview.


