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Job Description
O U T D O O R  P L A C E S  U N U S U A L  S P A C E S

Posit ion:

Locat ion:

Hours:   

Benef i ts

General  Manager

30 hours  a  week

22 days annual  leave pro  rata  per  annum (p lus  Bank Hol idays)  and
f lex ib le  working arrangements
Pension scheme
Learning and development  opportunit ies  ( to  be  ident i f ied  in
consultat ion  with  you)  
Tra in ing,  part icu lar ly  in  re lat ion  to  H&S,  event  susta inabi l i ty ,  access
and inc lus ion
Invitat ion  to  and attendance at  events

OPUS are  seeking a  dynamic  and log ist ica l ly-minded General  Manager  to  oversee
f inancia l ,  administrat ive  and HR systems and support  with  dai ly  operat ional
requirements,  enabl ing  the company to  del iver  i ts  forthcoming outdoor   events  and
cultura l  fest iva l  pro jects  across  Birmingham and the Mid lands.  
Do you want  to  be  part  of  a  posit ive,  f r iendly  and adaptable  team,  support ing  the OPUS
Team of  Producers  working on excit ing  cultura l  pro jects  inc luding Birmingham 2022
Fest iva l  fo l low-on pro jects?  I f  so,  we’d  love to  meet  you!
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Salary:  £30,000 pro  rata  +  overt ime and other  benef i ts

Contract :  F ixed-term,  12  months with  chance for  extension

Hybr id ,  home-based and off ice-based (Bi rmingham)



OPUS stands for  Outdoor  P laces Unusua l  Spaces .  We are  a  woman- led ,  mul t id isc ip l inary
ar ts  and events  produc ing house based in  B i rmingham.   

Work ing wi th  ar t is ts ,  c l ients  and par tners ,  OPUS create  cu l tura l  and ar t is t ic  in tervent ions
in  p lace-based set t ings  and non-t rad i t iona l  per formance spaces ,  that  connect  peop le  to
each other  and the space they are  in .  

Dr iven by  the pass ion of  exper ienced combined ar ts  producer ,  Caro l ine  Dav is ,  the  OPUS
team of fers  fundra is ing ,  event  concept  and des ign ,  event  management  and produc ing
serv ices  focus ing on la rge-sca le ,  s takeho lder-cent r ic ,  combined ar ts  events  and fest iva ls .

Wi th  ar t is ts ,  c l ients  and par tners ,  OPUS works  to  turn  outdoor  and unconvent iona l  spaces
into  imag inat ive  and memorab le  set t ings  for  peop le  to  come together .  We have a  f i rm
be l ie f  that  peop le  make p laces and invo lve  communi t ies  in  our  event  des ign and de l ivery !

OPUS have a  t rack  record  of  de l ivery  wi th  ar ts ,  spor t  and le isure ,  government  and
corporate  /  pr ivate  sector  c l ients ,  in  everyth ing f rom c iv ic  spaces ,  shopp ing cent res  and
t ra in  s tat ions ,  to  greenf ie ld  and wood land s i tes ,  even on pub l ic  t ransport !

About OPUS
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Community  and Serv ice

As a  producing house,  OPUS are  constant ly  p lanning with  a  curator ia l  and
del ivery  conscious mind and,  by  working with  us,  you wi l l  be  invest ing in
a  company that  va lues re lat ionships.  Relat ionships  with  suppl iers ,
art ists ,  c l ients  and audiences.  We are  mindful  of  the  space we are
operat ing in ;  community ,  c iv ic ,  corporate  and how an event  or
intervent ion is  designed to  work  physical ly  and symbol ica l ly  in  that
space,  with  those attending or  as  passers  by.  OPUS event  concepts  must
be capable  of  achieving the event ’s  purpose,  f lex ib le  enough to  serve the
ful l  range of  stakeholders  and achievable  with in  the  avai lab le  resources -
but  a lso  represent  the  OPUS miss ion of  t ransforming the percept ion or
exper ience of  space through culture.

OPUS Company Values

Risk  -  is  not  necessar i ly  a  bad th ing but  must  be  managed proper ly

Range -  scoping work  correct ly  is  the  key to  success with  event  p lanning

Relat ionships  -  are  core  to  our  cont inued success and must  be  invested in

Company Culture
O U T D O O R  P L A C E S  U N U S U A L  S P A C E S
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We love br inging people  together  through shared cultura l  exper iences in
cosmopol i tan  c i t ies  and neighbourhoods.  We champion women in  the  workplace
and want  to  t ra in  future  women producers  to  create  these exper iences for  thei r
communit ies .



To ensure  the smooth and effect ive  running of  OPUS’s  f inancia l ,  HR and
administrat ive  systems,  processes and pol ic ies.  To  support  the  Managing Director
(MD)  to  get  the  best  out  of  the  resources avai lab le  to  the  business and to  th ink
creat ive ly  and implement  smart  so lut ions to  help  OPUS grow.  To  support  with
ensur ing compl iance with  re levant  legal  requirements  and partners '  po l ic ies.

Dur ing busy per iods,  you wi l l  he lp  support  us  t ransit ion  to  on s i te  del ivery  ro les,
and so  there  may be some event  support  responsib i l i t ies  for  the  post  holder ,  for
example  ass ist ing  with  sett ing  up accreditat ion  systems.  This  is  most  l ike ly  dur ing
the summer months when the major i ty  of  our  outdoor  work  takes p lace.

Responsib i l i t ies

Manage human resources inc lud ing recru i tment  and cont ract ing ,  t ra in ing and superv is ion  as
necessary
Ensure  that  appropr ia te  insurance cover  is  mainta ined
Manage fac i l i t ies ,  s torage and assets  (e .g .  IT ) ,  inc lud ing upgrades and maintenance ,  ensur ing
va lue for  money
Ef fect ive  ident i f icat ion  and management  of  r isks  to  the operat ion ,  peop le ,  assets ,  and
resources
Ensure  that  records ,  inc lud ing annua l  leave a l locat ions ,  a re  up to  date  and that  fu l l  and
ef fect ive  use is  made of  Br ight  HR (our  new HR system)
L ia ise  wi th  our  payro l l  company to  d is t r ibute  pays l ips  and ar range t ime ly  payment  of  wages ,
keep ing them up to  date  wi th  any changes to  cont racts
Issue and update  staf f  and f ree lance cont racts ,  ensur ing they are  in  l ine  wi th  cur rent
employment  leg is la t ion
Carry  out  s taf f  induct ions and any re lated paperwork  e .g .  re ferences and DBS checks ,  and
support  w i th  end of  cont ract  tasks  e .g .  a r range ex i t  in terv iews
Carry  out  any necessary  updates to  the OPUS Staf f  Handbook
Ensure  OPUS’s  Data  Protect ion ,  F i rs t  A id  and Safeguard ing po l ic ies  and records are  up to  date
and ar range t ra in ing and br ie f ing  sess ions as  necessary

F lex ib i l i ty  at  each event  to  support  the  event  de l ivery  team
To co l laborate  wi th  the de l ivery  team to  ensure  a l l  l i cens ing ,  cont ractua l  and re levant
leg is la ted ob l igat ions are  met  re lat ing  to  per formance and event  act iv i t ies  (gu idance on th is
can be prov ided in  the f i rs t  instance i f  necessary)

Business Operat ions

Event  Operat ions

Purpose of the Role
O U T D O O R  P L A C E S  U N U S U A L  S P A C E S
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Purpose of the Role
O U T D O O R  P L A C E S  U N U S U A L  S P A C E S

W W W . O P U S A R T S E V E N T S . C O . U K  |  P A G E  0 7

Work wi th in  OPUS po l ic ies ,  inc lud ing Hea l th  & Safety ,  Safeguard ing and Equa l i ty  & D ivers i ty ,
and ensure  they  are  up to  date ,  re levant  to  the pro jects  be ing de l ivered ,  and implemented
across the team
Keep up to  date  wi th  re levant  leg is la t ion  (e .g .  on  de l ivery  of  outdoor  events ,  work  r ights )  and
support  w i th  ensur ing compl iance
Part ic ipate  in  organ isat ion  meet ings and events  as  requ i red and support  w i th  ar rangements  for
away days                              
At tend re levant  t ra in ing as  and when requ i red
Pos i t ive ly  represent  OPUS at  events
C lear  communicat ion  wi th  the event  de l ivery  team to  ensure  that  operat iona l ly  they  have what
they need and can focus on event  p lann ing and execut ion
Help  keep OPUS a  great  p lace to  work  and that  our  h igh standards for  our  s taf f ,  a r t is ts ,  c l ients
and stakeho lders  are  met  
Ass is t  the  MD wi th  any staf f ing  or  resource issues and support ing  the team wi th  br ing ing in
new bus iness
Ass is t  w i th  grant  app l icat ions
Ensure  contact  logs  are  kept  up to  date  and moni tor  the  Enqu i r ies  inbox
Any other  dut ies  appropr ia te  to  the post  and organ isat ion  as  requ i red by  the MD

Other  requirements
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About  You

Has a  demonstrab le  understand ing of  f inance ,  HR and admin is t rat ion  processes for
smal le r  sca le  organ isat ions
Is  keen to  be par t  o f  a  smal l  team where  they  can shape and set  up ef f ic ient  work ing
pract ices 
Can use the i r  in i t ia t ive ,  put  forward ideas and manage the i r  own work load
Is  exc i ted by  OPUS’s  work  and wants  to  he lp  make b ig  th ings happen!
Is  co l laborat ive ,  fo rward th ink ing and pract ica l !

You might  not  have worked in  the  ar ts  before  but  may have worked in  a  s imi la r  ro le  in  a
smal l  bus iness ,  a  char i ty  or  vo luntary  organ isat ion .  We’ re  look ing for  an ind iv idua l  who:

In  return…

We hope th is  is  an exc i t ing  opportun i ty  to  work  for  a  smal l  but  growing organ isat ion  that
is  pass ionate  about  creat iv i ty  and the ar ts ,  w i th  the power  to  t ransform and enr ich  l i ves ,
and how to  do th is  in  an inc lus ive  and access ib le  way for  s taf f  and aud iences .  We hope
that  you en joy  the work  and work ing wi th  us !  
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Contract

Th is  is  a  new pos i t ion ,  o f fered on a  one year  cont ract ,  wh ich wi l l  then be rev iewed wi th
the post  ho lder  as  the organ isat ion  deve lops to  ensure  i t ’ s  s t i l l  the  r ight  scope ,  number  of
days etc .
The ro le  is  cur rent ly  scoped as 0 .6  FTE (3  days a  week) ,  w i th  the poss ib i l i ty  o f  pa id
over t ime when we are  de l iver ing  events .  We’ re  happy to  d iscuss f lex ib le  work ing
ar rangements  e .g .  whether  th is  work  is  car r ied  out  on the same day each week or  sp l i t
over  2-3  days to  f i t  a round other  commitments .  The major i ty  o f  the  OPUS team work
together  Tuesday-Thursday and so work ing t ime on at  least  two of  these days wou ld  be
idea l .  
Remote work ing wi l l  be  requ i red -  the  OPUS team works  most ly  f rom home -  but  some t ime
with  the team in  of f ice  locat ions around B i rmingham C i ty  Cent re  wou ld  be usefu l  ( fo r
example  jo in ing away days or  p lann ing meet ings)  and can be mutua l ly  agreed .  We
current ly  work  out  o f  B i rmingham Hippodrome as a  base but  wi l l  be  look ing for  our  own
of f ice  space dur ing  the per iod  of  th is  cont ract .

Working at  OPUS

The Genera l  Manager  wi l l  be  repor t ing  to ,  and supported by ,  the  MD,  Caro l ine ,  as  we l l  as
work ing wi th  the wider  team.  A l l  the  OPUS team are  ded icated and pass ionate  about  the i r
work ,  but  we understand that  work  is  on ly  par t  o f  who you are ,  so  we are  f lex ib le  about
work ing pat terns  and processes -  we t ry  to  create  the best  work ing env i ronment  we can .
As  th is  post  is  par t  t ime i t  may be that  you ’ re  return ing to  work  or  ba lanc ing i t  w i th  car ing
commitments .  We’d  l i ke  you to  fee l  you can ta lk  to  us  about  what  you ’d  need to  make th is
work  for  you whi ls t  s t i l l  ensur ing  i t  works  for  us !
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Criter ia

A systems or iented person 
A f lex ib le  approach to  work ing wi th  the ab i l i ty  to  manage mul t ip le  pr io r i t ies  and dead l ines
Exce l lent  organ isat iona l  and communicat ion  sk i l l s  w i th  good at tent ion  to  deta i l
Accuracy and c lar i ty  in  wr i t ten and verba l  communicat ion
A h igh leve l  o f  computer  l i te racy  and conf idence us ing new sof tware  packages    
A  pass ion for  OPUS’s  work  and a  des i re  to  work  wi th  the team to  ach ieve the organ isat ion ’s
miss ion           
GCSEs to  a  good standard in  Maths and Eng l ish        

Exper ience of  work ing in  the  ar ts  or  events  sector
Good work ing knowledge of  Xero ,  o r  s imi la r  account ing sof tware
An understand ing of  the  needs of  work ing in  a  smal l  team

Essent ia l

Desirable

Person Specification
O U T D O O R  P L A C E S  U N U S U A L  S P A C E S
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Please send a  CV and Cover ing Let ter  or  a  v ideo (up to  5
minutes)  wh ich te l ls  us  more about  you ,  your  qua l i t ies  and
interests  and why you ’d  l i ke  to  work  for  us .  P lease send th is  to
enqu i r ies@opusartsevents .co .uk  wi th  the t i t le  Genera l  Manager
and your  name.  

Closing Date  for  Appl icat ions:  23:59 on Tuesday 4  Apr i l  2023
Interv iews taking p lace:  Week beginning 10 Apr i l  2023 

In terv iews wi l l  take p lace e i ther  at  a  B i rmingham c i ty  cent re
locat ion  or  on l ine .  

Please emai l  enquir ies@opusartsevents.co.uk  i f  you have any
quer ies.

Application Process
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A Note from the MD!

Outdoor  P laces Unusua l  Spaces was
formed in  2018 .  OPUS is  a  female- led ,
mul t id isc ip l inary  ar ts  and events  produc ing
house based in  B i rmingham.  Our  c l ients
and par tners  en joy  work ing wi th  and
a longs ide us ,  we have deep and meaningfu l
re lat ionsh ips  wi th  ar t is ts ,  companies  and
the p laces we regu lar ly  work .  

To  ach ieve th is ,  we a l l  work  hard  at  OPUS!
Across our  par tners ,  we have sk i l l s  that
span fundra is ing ,  event  concept  and
des ign ,  event  management ,  p roduc ing and
product ion serv ices -  work ing in  the
br i l l i ant  c i ty  o f  Brum to  showcase a l l  o f
th is !   

Our  at tent ion  to  deta i l  means that  peop le
take note  of  our  events  and how the i r  loca l
and c iv ic  spaces are  t ransformed .  

We are  pass ionate  about  creat ing  safe ,
access ib le  and memorab le  events  and th is
wi l l  d r ive  much of  mine and your  dec is ion
mak ing .  We wi l l  operate  in  a  hea l thy
env i ronment  of  cha l lenge and ambi t ion  to
de l iver  on a l l  o f  th is ,  as  a  team.

You wi l l  be  jo in ing the company at  a  great
t ime ,  a f ter  the  de l ivery  of  Commonweal th
Games pro jects  we are  now work ing on
new pro jects  and cont inu ing our  miss ion of
see ing your  ne ighbourhood p laces and
spaces t ransformed by  Cu l ture .  You wi l l  be
support ing  the team in  de l iver ing  events  in
pub l ic  spaces ,  fami ly  at t ract ions and us ing
ar ts  and cu l ture  as  a  too l  fo r  good .  

We need some he lp  wi th  back of f ice
funct ions and th is  wi l l  be  just  as  important
as  our  f ront  o f  house event  serv ices !  We
look forward to  rece iv ing your  app l icat ion
and p lease get  in  touch i f  you need more
informat ion .

Thank you for  your  interest  in
OPUS!
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O U T D O O R  P L A C E S  U N U S U A L  S P A C E S

Carol ine  Davis

Ma n a g i n g  D i r e c t o r  a n d  P r o d u c e r

Caroline Davis


