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Job Description 
Executive Producer 
 
Job Title:    Executive Producer  
Contract:     Permanent, full-time  
Probationary period  3 months 
Salary: £32,500-35,000 p.a. depending on experience. Salary will be 

reviewed annually.    
Pension: Workplace pension with 3% employer's contribution and a 

minimum 4% employee's contribution. 
Reports to:    Artistic Director/CEO  
Line manages: Engagement Producer, Administrative Co-ordinator (new post, to 

be recruited); project teams 
Hours:  35 hours per week and as necessary to fulfil the scope of 

responsibilities within the post, with some evening and weekend 
working and travel within and outside the UK.  

Location:    Artspace, 11 Harewood Road, Craigmillar, Edinburgh EH16 4NT 
 

 

 

Lyra is looking to appoint an experienced and inspirational Executive Producer to join our 
dynamic and driven team. During a period of change and rebuilding as a result of the pandemic, 
this pivotal new role will support the Artistic Director to lead the company and bring our artistic 
vision to life.  
 

The Executive Producer will be responsible for directing all practical elements of Lyra’s work, 
ensuring the strategic planning and financial stability of the company and leading on all 
fundraising. Working within a small, community-based organisation the Executive Producer will 
also have line producing responsibilities to ensure the smooth daily running of the company and 
our artistic programmes. 
 

THE COMPANY 

 

Since 2012 Lyra has been building a community of children and artists who create and produce 
world-class live performance and art in Greater Craigmillar, Edinburgh, an area of multi 
deprivation in Scotland. Lyra is unique because all the company’s work, from workshops to 
productions, is focussed on working side by side with the youngest members of one of 
Scotland's most disadvantaged, diverse and exciting communities, and introducing these young 
people to the very best artists and practitioners from around the world. The relationship 
between the artists and children is always one of equality, with children taking a leading and 
empowered role.  
 

Lyra is based in the heart of the community, enabling free access for local children to Artspace, a 
116-seat theatre and flexible studio. By supporting participants’ wellbeing needs, our 
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programmes allow young people to enjoy creative activity whilst learning new 
skills, raising aspiration and improving confidence and self-esteem, supporting 
them to 'Watch, Learn and Create' across the arts. Lyra’s programmes involve 
two main strands: 

 

Participation – work created WITH and BY children and young people  

Production – work created FOR children and young people  

 

Lyra is led by founder, Artistic Director and Chief Executive Officer Jo Timmins. The Participation 
strand of our work is led by Engagement Producer, Anna Plasberg-Hill with Arts Facilitator, 
Natalia Barua and a team of freelance practitioners.  
 

THE ROLE 

 
The Executive Producer will work in close partnership with the Artistic Director to lead the 
company at a key stage in our development. They will have overall responsibility for leading Lyra 
through all the practical steps to achieve our ambitions. As an executive role in a small 
community-based organisation, you will take on responsibilities such as reporting to the board 
and deputising for the Artistic Director/CEO, as well as line producing. 
 
Working closely with the Engagement Producer, the Executive Producer is responsible for the 
planning and delivery of the artistic programme. In particular, you will focus on the Production 
strand and our ambition to develop more work made for children and young people as audience 
members, to complement our award-winning participatory programmes. This will include 
managing Lyra’s new ensemble: Where We Are and supporting our winter 2021 premiere: Once 
Upon A Snowstorm.  
 
KEY AREAS OF WORK 
 
Producing 
 
The Executive Producer is responsible for strategic and operational leadership. 
 
Key tasks include: 
 

o Working with the AD to create the company strategy; leading on the 
implementation of the strategy including developing business plans 

o Building and maintaining strong relationships with the local community, partners, 
funding bodies, the young audiences sector and a wide array of Artistic Directors, 
producers, promoters and theatre managers across the UK and internationally 

o Initiating, conceiving and negotiating co-productions, residencies, partnerships, 
national and international tours and transfers or any other exploitation of Lyra’s 
activities 

o Assisting the Artistic Director in putting together creative teams and negotiating 
royalty agreements  

o Negotiating and issuing contracts for the company’s creative artists and teams 
o Line managing and supporting the company members, while in rehearsals and on 

tour  
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o Recruiting and overseeing freelance marketing staff  
o Researching and developing national and international touring 

models 
o Ensuring the company acquires appropriate rights, including PRS, and complies with 

all relevant licensing in the creation and delivery of the programme at Artspace, in 
the community and on tour 

o Advocating and lobbying for Lyra, seeking opportunities to promote the company 
nationally and internationally  

 
Financial Management 
 
Responsible for the financial stability and future viability of Lyra. Key tasks will include: 
 

o Leading on funding and income generation, including the development of an 
effective fundraising strategy, ensuring that new opportunities for generating 
income are continually explored and developed and targets are met 

o Coordinating staff fundraising and liaising with the Board, who are active in 
fundraising for Lyra  

o Producing monthly management accounts, cash flow projections and statutory 
accounts 

o Overall budget responsibility, including overseeing the preparation, control and 
monitoring of annual budgets 

o Reporting funding allocations and outcomes to the Board and funders  
o Reviewing Lyra’s financial systems and ensuring they are kept up-to-date 
o Overseeing the company’s financial administration  

 
Company Management 
 
Responsible for the smooth running of the company and venue, assisted by the Administrative 
Co-ordinator – key tasks will include: 
 

o Working with the Artistic Director/CEO and Trustees to ensure the company 
maintains the highest standards of governance and strategic planning 

o Recruitment, care and management of Lyra core staff and freelancers  
o Management and development of the Artspace venue and technical facilities 
o Establishing and maintaining effective operational systems and excellent 

communication systems within the organisation and with external stakeholders 
o Ensuring effective policies and plans are in place to promote equal opportunity, 

access and diversity and comply with best practice and legal requirements, 
including employment law, data protection and environmental sustainability 

o Overseeing all company governance including: arranging and attending Board 
Meetings, ensuring Board members are kept informed on finance, legal and 
operational issues; maintaining and updating the company’s Risk Register in co-
ordination with the Board and ensuring Lyra is compliant with all statutory 
requirements including the OSCR and Companies House 

o Leading regular company meetings and planning meetings 
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Project Management 
 
Responsible for the planning and smooth running of all projects, in collaboration 
with the Engagement Producer. The Executive Producer will have a particular focus on our 
Production strand. Key tasks will include: 
 

o Working closely with the Engagement Producer to ensure the effective planning and 
delivery of Lyra’s artistic programmes 

o Managing, co-ordinating and delivering detailed project schedules 
o Responsibility for the scale and nature of venues and schools in which individual 

productions will be presented, in keeping with their artistic values and in 
consultation with the Artistic Director 

o Establishing a system for monitoring, evaluating and reporting on each project in 
collaboration with the Engagement Producer  

 
This list of responsibilities is not exhaustive and the Executive Producer may be required to 
perform duties outside of this as operationally required and at the discretion of the Board. 
 
PERSON SPECIFICATION 
 
Essential 

o At least 5 years’ experience in arts management 
o Experience of fundraising from a range of sources including public funds, trusts, 

foundations and earned income 
o Experience of financial management  
o Proven track record in company and artist development  
o Excellent line producing skills including planning, scheduling and maintaining budgets 
o Proven track record of effective project monitoring, evaluation and report writing 
o The ability to multi-task within agreed timelines with the skills to effectively manage 

current projects whilst ensuring the continued development of medium and long-term 
strategies and projects 

o A thorough working knowledge of all aspects of artist’s contracts and a broad 
understanding of contract, employment and equality legislation 

o Highly proficient with a range of IT systems, including knowledge of Mac and PC 
computers and MS Office applications  

o Experience of enabling good organisational governance  
 

Desirable 
o Experience in professional arts for children and young people  
o Experience of professional arts in a community context 
o Experience of producing for a small team 
o Knowledge of Scottish touring venues and audiences 
o Knowledge of international promoters and festivals specialising in work for young 

audiences 
o Knowledge of XERO accounting software 
o Current valid driving licence 
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PERSONAL ATTRIBUTES 
 

o Strategic thinker and a methodical planner, someone who is able to see 

and understand the big picture and who has the skills, systems and networks to make 

things happen. 

o Collegiate approach to being a member of a small team 
o Commitment to working to the highest possible artistic standards 
o High level of self-motivation and ability to work on your own initiative, as well as lead, 

motivate and inspire teams of people 
o Responsive and flexible 
o Highly organised with excellent time management 
o Excellent written, verbal and interpersonal skills  
o The ability to remain calm, professional and positive when working under pressure 

 
Diversity and Inclusion 
 
Lyra is an Equal Opportunities employer and welcomes applicants from diverse backgrounds. 
 
We recognise there are barriers to working in performance and that these challenges 
are experienced more acutely by some people. We are committed to increasing the 
diversity of practitioners working in our sector and especially welcome applications 
from those who identify as having characteristics currently under-represented in our 
sector. 
 
This includes people with protected characteristics as defined by the Equality Act 
2010 across age, disability, gender reassignment, marriage and civil partnership, 
pregnancy and maternity, race, religion or belief, sex and sexual orientation 
alongside those with chronic illness, neurodiversity, parental/caring responsibilities, 
experience of the immigration system and people from working-class backgrounds.   
 
We invite you to tell us if you identify as sharing one or more of the prioritised characteristics 
outlined above. 
 
How to Apply 
 
For a confidential, informal conversation about the role please contact lyra@lyra.co.uk to book 
a time to talk to Artistic Director/CEO Jo Timmins.  
 
To apply for the post please send an up to date CV, details of two referees and a cover letter 
(no more than two pages of A4) outlining how your skills and experience relate to the criteria 
for the post to lyra@lyra.co.uk by 12noon on Monday the 18th of October. 
 
The Interview Process 
 
Interviews will take place in person on Friday the 22nd of October at Artspace, 11 Harewood 
Road, Edinburgh, EH16 4NT.  
 
The interview process will include a panel interview and a presentation. Candidates must be 
available for the interview date.  

mailto:lyra@lyra.co.uk
mailto:lyra@lyra.co.uk
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The successful candidate will be required to join the PVG scheme (Disclosure 
Scotland). 
 
Application Support  
 
If you would like any of this information in a different format or require further support in 
making an application, please contact us directly. Please also tell us about any access 
requirements you may have to support you to undertake this role.  
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