
HighTide Theatre 
 
EXECUTIVE PRODUCER (MATERNITY COVER) INFORMATION PACK 
 
Thank you for your interest in the post of Executive Producer a temporary post to cover a 
period of maternity leave between June 2019 and mid-March 2020.  We are looking for 
someone with the relevant experience, enthusiasm and creativity.   
  
HighTide is theatre company and charity that has an unparalleled twelve-year history of 
successfully launching the careers of emerging British playwrights. 
Our alumni speak for themselves: Luke Barnes, Adam Brace, E V Crowe, Elinor Cook, Rob 
Drummond, Thomas Eccleshare, Theresa Ikoko, Branden Jacobs-Jenkins, Anders 
Lustgarten, Joel Horwood, Ella Hickson, Harry Melling, Nessah Muthy, Vinay Patel, Nick 
Payne, Phil Porter, Beth Steel, Al Smith, Sam Steiner, Molly Taylor, Jack Thorne and Frances 
Ya-Chu Cowhig.  
 
HighTide productions are challenging, contemporary and political, and are written by 
diverse new playwrights. HighTide showcases the future of British theatre. 
 
We currently produce annual festivals of live performance in Aldeburgh, Edinburgh and 
Walthamstow, and from 2021 also in Lowestoft. We have staged productions with the 
highest quality theatres across the UK, from the Traverse in Edinburgh, to the Royal 
Exchange in Manchester, Theatre Royal Bath and the National Theatre in London. 
  
HighTide: new theatre for adventurous people. 
 
For more information about the company’s work please visit our website 
www.hightide.org.uk. 
 
Mission 
 
Our mission is to identify emerging British playwrights with brilliant potential, to commission, 
develop and produce their plays in East Anglia and elsewhere in high profile productions that 
launch their careers, and engage with audiences nationally in areas of low cultural 
engagement.  
 
Vision 
 
Our vision is of a constantly developing theatrical landscape where new writers are supported 
to write prescient and challenging plays that showcase their potential. Our writers are as 
diverse as the communities we work with and they represent the rich variety of 
contemporary Britain, and in particular East Anglian experiences.  
 
HighTide Theatre is a National Portfolio Organisation of Arts Council England, a registered 
charity and a company limited by guarantee and has Ethical Manager Status from the 
Independent Theatre Council. 
 
 



 
 
 
Guidance Notes for Applicants 
 
Job Description and Person Specification 
 
The purpose and main duties and responsibilities of the post are set out in the job 
description. The knowledge, skills and experience we are looking for in the successful 
candidate are listed in the person specification. 
 
Applications 
 
Please apply with a CV, cover letter and completed equal opportunites monitoring form 
specifying why you wish to apply for the vacancy and what makes you a suitable candidate.  
It is important that you provide us with evidence to demonstrate that you possess the 
knowledge, skills and experience required as set out in the person specification for the role. 
 
The closing date for applications is 10am on Friday 22nd February and interviews for 
shortlisted candidates will take place on Wednesday 27th February in London. 
 
Completed application forms should be e-mailed to recruitiment@hightide.org.uk.  
 
Please note a job share or request for part time working will be considered so please state 
this in your application if you would like to make this request. 
 
If you’re thinking of applying and have any queries, or would like an informal chat please 
phone 0207 566 9766 or email francesca@higthide.org.uk.   
 
Shortlisting and Interviews 
 
Shortlisting will take place as soon as possible after the closing date.  When shortlisting we 
are making an assessment of how closely your application meets the selection criteria set 
out in the person specification.  You will be notified of whether you have been shortlisted 
or not via e-mail. 
 
The position will start on 3rd June 2019 
 
Offers 
 
All offers are made subject to receipt of satisfactory references, proof of identity, address 
and eligibility to work in the UK. 
 
We hope you find the above helpful and we look forward to receiving your application. 



JOB DESCRIPTION – EXECUTIVE PRODUCER (MATERNITY COVER) 
 
Job Title: Executive Producer (Maternity Cover) 
 
Responsible to: Line managed by the Artistic Director (CEO) 
 
Responsible for: Producer, Assistant Producer, Festival Producers, freelance staff 
 
Purpose of the role: The Executive Producer will work collaboratively with the Artistic 
Director (CEO) to strategically lead the organisation and support Suba Das in his role as 
the new Artistic Director. The Executive Producer has particular focus on finance, 
organisational development, executive producing and building capacity in the organisation in 
the medium and long term. The Executive Producer will promote and maintain an 
organisational culture that values the highest standards in executing the artistic vision and in 
management practices. 
 
Executive team - joint responsibilities: 
 
The Artistic Director (CEO) and the Executive Producer collaborate on the following 
responsibilities: 
 

• To co-develop the company’s policies that maintain its reputation for discovering, 
nurturing and producing the best new theatre writers from the widest range of 
backgrounds, and for presenting their work to the highest possible standards. 

 
• To deliver the targets outlined in the 2018-22 business plan that will take the 

Company forward over the next four years and fulfills the artistic ambition and 
expectation of the organisation. This strategy includes a robust artistic policy and 
programme, development of new audiences in new areas including Walthamstow, 
Aldeburgh, Edinburgh and Lowestoft, financial resilience, Environmental 
Sustainability and Equality Action Plan and management.  

 
• To seek collaborative partnerships with other theatre, arts or creative organisations 

with whom HighTide might expand its artistic ambitions and share its resources 
both nationally and internationally. 

 
• Work in tandem with the Artistic Director (CEO) in the creation and 

implementation of a fundraising campaign to realise HighTide's ambitions. 
 

• Work together to ensure the efficient, effective and solvent financial management 
of the Company and to identify appropriate opportunities for income generation.  

 
• Adhere to, and actively implement HighTide’s policies, including Equality Action 

Plan, Audience Development Plan, Environmental and Health & Safety, Safeguarding 
and confidentiality of electronic data in line with the Data Protection Act. 
 



 
 
 
 
Individual responsibilities: 
 
 

• To be responsible for the management of the company in order to best support 
the artistic policy and programme. 
 

• To keep the Board of Trustees fully informed of the financial affairs of the company. 
 

• To oversee the servicing of the Board of Trustees and to ensure accurate and full 
information for decision-making is provided to the Trustees. 

 
• Within the shared responsibility for financial viability above, to be responsible for all 

financial matters including the preparation of management accounts, detailed annual 
budget and cashflow forecasts and present financial reports at board and finance 
meetings. 

 
• To oversee internal financial regulations to ensure effective financial control and to 

manage taxation, Theatre Tax Relief and VAT issues. To be a signatory on company 
cheques.  

 
• To support the Artistic Director (CEO) in managing relationships with co-

producers, to oversee negotiation of contracts with companies, venues, creative 
appointments, writers’ commissions and the engagement of actors. 

 
• Work in partnership with the Artistic Director (CEO) in managing HighTide's 

relationship with Arts Council England by preparing and updating any policies 
related to HighTide's National Portfolio Organisation grant.  

 
• To ensure that customer care at the HighTide Festivals is of the highest standards. 

 
• Work in tandem with the Artistic Director (CEO) and Producing team to oversee 

marketing and communications, brand and audience development. 
 

• To lead, inspire and work with all staff to maintain and develop effective 
management practices and employment policies and practices including the 
Producer, Assistant Producer, Festival Producers and freelance staff. 
 

• To take overall responsibility for the full operation of the organisation’s Equal 
Opportunity, Health and Safety and Environmental sustainability policies. 

 



• To ensure compliance with all relevant legislation as employer, limited company, 
registered charity.  

 
General: 
 

• To attend read-throughs, sharings, Preview, Press and Supporters Nights, Board 
meetings and other HighTide events as required. 
 

• To spend time in Suffolk, Edinburgh and other places that HighTide takes work to. 
 

• To co-lead regular Company meetings. 
 

• To actively develop and implement green policies and practices for the organisation. 
 

• To maximise income and minimise expenditure wherever possible, without 
jeopardising the quality of the work or the reputation of HighTide. 

 
• To act always in the best interest of HighTide.  

 
 
 
 
  



Person Specification – Executive Producer (Maternity Cover) 
 
 
ESSENTIAL 
 
Experience 
• Significant experience of fundraising for a small/mid-scale arts organisation 
• Significant experience of strategic planning for a small/mid-scale arts organisation 
• Significant experience of producing performance work or project management 
• Significant experience of personnel management 
• Experience of negotiating and issuing contracts  

 
Knowledge and Skills  
• Excellent verbal and written communication skills  
• Strong interpersonal/people skills 
• Excellent project management skills, including an aptitude for planning and logistics 
• Knowledge of the national theatre and new writing landscape 
• Knowledge of public arts funding 
• Ability to develop and sustain a range of partnerships and networks 
• Strong negotiating skills 
• Competent in the use of Microsoft Office, Google applications, Skype, Dropbox 

 
Personal Attributes  
• Happy and effective working as part of a close knit team 
• An understanding and appreciation of HighTide’s work  
• An interest in festivals 
• Accessible/approachable and supportive to staff and stakeholders 
• Creative thinker 
• An effective spokesperson 
• An understanding of and commitment to diversity and inclusion 
• Responsive and flexible 

 
 
DESIRABLE  
 
Experience 
• Experience of producing festivals 
• Significant experience of leading or co-leading a small/mid-scale arts organisation 

 
Knowledge and Skills  
• Knowledge and understanding and Theatre Tax Relief 
• Knowledge and understanding of Spektrix 



Terms and conditions – Executive Producer (Maternity Cover) 
 
The main terms and conditions are: 
 
 
Employer   HighTide Festival Productions Ltd 
 
Contract Length  9.5 months (June 2019 – mid-March 2020) 
 
Salary    £40,960 per annum (pro rata) 

 
 

Hours 40 hours per week including a lunch break, during normal 
office hours 10am to 6pm. Although evening and weekend 
hours will be required as necessitated by the job. Flexible 
working would be considered.  

   
 
Holiday            25 days pro rata. Plus, all statutory and public holidays will be  
                                           be granted on a pro-rata basis. 

         This does not include Public Holidays, 
                                or the week between Christmas Day and New Year’s. 

 
 
Place of Work The post is based at HighTide’s offices in Farringdon, London 

and will include additional travel to Aldeburgh, Lowestoft 
and potentially other tour locations. 

 
Pension   In addition to the NEST workplace pension there’s a   
              Stakeholder pension scheme with an Employer's   
              contribution of 3% after a qualifying period. 
 
Probationary period  The post is subject to a one month probationary period. 
 
 
 
 
 
 
 
 
 

 


