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 The Edge, 79-81 Cheapside, Digbeth, Birmingham B12 0QH. Tel: +44 (0)121 772 6160
                                                      E-mail: info@frictionarts.com  Web: www.frictionarts.com
     
Friction Arts – Head of Operations 
We’re looking for a Head of Operations to join the team at Friction Arts.
Friction Arts delivers community-rooted creative projects, events and partnerships across Birmingham and beyond. This role will play a key part in supporting the organisation’s continued development and the ambitious programme of work planned over the coming years.
The Head of Operations will lead on the day-to-day operational management of the organisation, helping ensure Friction Arts runs sustainably, effectively and in alignment with its values and artistic mission. Working closely with the Executive Director and Artistic Director, the role will support organisational systems, financial and administrative processes, governance, HR and operational planning across the organisation.
It’s important to us that Friction’s team reflects the communities we work with and for, and we are committed to creating an inclusive and supportive working environment across the organisation. We particularly welcome applications from people from global majority backgrounds, and from D/deaf, disabled and/or neurodivergent people, who remain underrepresented within parts of the arts sector. If there are adjustments that would support you through the application or interview process, please let us know and we will do our best to accommodate them.
Terms and Conditions 

	Role:
	Head of Operations

	Reporting to:
	Executive Director/ Artistic Director

	Salary
	£37-40K per annum full time equivalent (depending on experience)

	Hours:
	32 hours a week (4 days)

	Contract type:
	Part-time, (permanent) PAYE Contract subject to initial probationary period.
Usual office hours are between 10-6pm but it may sometimes be necessary to work outside of these hours.


	Location:
	The Edge, Deritend, Birmingham, B12 0QH but you may be required to work temporarily at other locations (regionally). Occasional hybrid working.

	Start Date:
	Late July / August 2026, depending on notice period 

	Holidays:
	28 days per year including bank holidays. 
No overtime is available but on occasion time off in lieu (TOIL) will be applied.

	Other benefits:
	Contributory staff pension
We encourage all staff to attend events, workshops and projects as this enhances everyone’s experience as an employee, colleague and ambassador increasing the understanding and efficacy of the work. We’ll ensure that this is appropriately subsidised. It is also often great fun!



More about Friction Arts
[bookmark: _heading=h.m7g1303jijqh]Friction Arts is a community-focused arts organisation based in Deritend, Birmingham. We work in Highgate with folks of all ages, and with lots of other communities across Birmingham and the West Midlands. Our work is focused on under-represented and working-class communities, and our Board and workforce reflect the communities we make our work with and for.
In 2021, we were shortlisted for Calouste-Gulbenkian’s Award for Civic Arts Organisations for the work we did during the pandemic. You can find out more about what we do by visiting our website.
What do Friction Arts do?
We make art for social change. Want us to be a bit more specific? This includes (but is in no way limited to…)
· Youth programmes
For over ten years, we’ve run creative arts, music, and drama youth programmes in schools and from our very own venue, The Edge. 
· Artwork
This means be-spoke site-specific work, installations, and work with communities and arts partners. All in all, we’re involved in a diverse portfolio of artwork across the region.
· Professional Development
We’re proud of our custom-made, responsive professional development programme which guides artists from under-represented communities to achieve their artistic goals. 
· International
We’re a well-travelled bunch and have worked all over the world in locations like South Africa, Brazil, Australia, and Indonesia.
· Hosting and collaboration 
        We’re continuing to host and sometimes collaborate with a range of artists, community, arts, and   
        theatre organisations at the Edge for a range of projects and public facing events. 
        

But what about the people?
Friction Arts is led by its two founders: Lee Griffiths, Executive Director, and Sandra Hall, Artistic Director.
They are supported by a small core team including our Company Administrator, Finance Officer and Building Manager, alongside a committed and active Board of Trustees. We are also currently developing a new strategic role focused on young people and future programme development as part of the organisation’s next phase of growth.
A Lead Artist runs our Art Club and we have active work in a number of local schools. Both of these are ongoing, and around twelve artists deliver these activities. We also work with a range of freelance artists on a wide array of different projects.

What is the Edge?
We own our building, called ‘the Edge’, in central Birmingham. We’ve recently completed a major refurbishment, focusing on accessibility and sustainability. In addition to our own work, we host a range of other events, workshops and exhibitions and, occasionally, karaoke.
Head of Operations Job Description
Operational / Company Management
· Maintain oversight of organisational activity across Friction Arts’ programmes, projects, partnerships, hires and day-to-day operations.
· Lead on operational planning and organisational systems to support the effective running of the organisation and delivery of its programme of work.
· Work closely with the Executive Director, Artistic Director and wider team to support the delivery of Friction Arts’ strategic aims, business planning and organisational development.
· Support joined up working across staff, freelance artists, partners and collaborators, helping ensure clear communication and effective coordination across projects and organisational activity.
· Act as a key operational point of contact for staff, freelancers, contractors, partners and service providers.
· Oversee organisational contracts, agreements and operational documentation, including freelance contracts, partnership agreements and venue hire arrangements, working alongside the Company Administrator where appropriate.
· Maintain oversight of organisational timelines, delivery schedules and operational priorities, supporting the organisation to track progress across projects and strategic objectives.

Organisational Development, Partnerships & Income 
· Work closely with the Executive Director and Artistic Director to support Friction Arts’ organisational development, sustainability and future growth.
· Support the development and implementation of income-generating activity across the organisation, including venue hires, partnerships, projects and funded programmes.
· Build and maintain positive relationships with funders, partners, artists, community organisations and other stakeholders.
· Support the development of new partnerships, collaborations and opportunities that align with Friction Arts’ artistic and community-focused mission.
· Work alongside the Finance Officer and wider team to support funding administration, reporting requirements and monitoring for funded projects and programmes.
· Help ensure Arts Council England National Portfolio requirements and wider funding obligations are effectively supported across the organisation.
· Support the organisation’s public profile and communications activity alongside the wider team, including helping ensure organisational information and public-facing materials remain accurate and up to date.
· Contribute to the development of organisational systems and approaches that support long-term resilience, sustainability and effective delivery across the organisation.


Marketing, Communications & Evaluation
· Work closely with the Executive Director, Artistic Director and wider team to support the delivery of Friction Arts’ marketing and communications activity.
· Help develop and maintain effective systems for keeping public-facing information across Friction Arts’ website, social media and communications platforms accurate and up to date.
· Support the communication of Friction Arts’ programme, values and organisational activity across projects, partnerships and public-facing materials.
· Work alongside the wider team to support organisational data management and reporting processes relating to projects, programmes and funded activity.
· Support evaluation and reflection processes across the organisation, helping ensure learning and reporting are embedded within programme delivery and organisational development.
· Work with the Company Administrator and wider team to support the collection, organisation and monitoring of information required for funders, partners and organisational reporting.


Governance, Finance & Compliance
· Work closely with the Executive Director, Artistic Director, Finance Officer and Board of Trustees to support effective organisational governance and operational management across Friction Arts.
· Support the preparation and coordination of Board papers and attend Board meetings, AGM meetings and other governance-related activity as required.
· Support organisational compliance with relevant legal and regulatory requirements, including Charity Commission, Companies House, GDPR, insurance and licensing responsibilities.
· Work alongside the Finance Officer to support budget monitoring, financial reporting, forecasting and project budget oversight across organisational activity.
· Help maintain and develop organisational systems, policies and operational processes in line with legal requirements and good practice.
· Support the coordination and maintenance of organisational documentation, contracts and compliance records across the organisation.
· Work with the wider team to support health and safety, safeguarding and operational risk management processes across Friction Arts’ programmes, projects and building activity.
· Maintain awareness of operational and statutory requirements relevant to the organisation and support the Directors and Board in ensuring these are appropriately addressed across organisational activity.

Team Support, HR & Organisational Development
· Work closely with the Executive Director and Artistic Director to support recruitment, induction and onboarding processes for employees, freelancers, artists and trainees across the organisation.
· Support the day-to-day coordination of people and HR processes across the organisation, helping ensure systems and procedures are implemented consistently and appropriately.
· Provide line management and operational support to agreed members of the core team.
· Work alongside the Directors and wider team to support professional development, training, appraisals, 1:1s and wider organisational learning activity.
· Support the planning and coordination of team meetings, away days and organisational development activity.
· Help maintain a positive, collaborative and communicative working culture across the organisation.
Plus any other duties reasonably requested by the Executive Director or Artistic Director in support of Friction Arts’ organisational and programme activity.



Person Specification
Essential Experience & Skills
· Significant experience in a senior operations, management, producing or organisational leadership role within the arts, cultural, charity or community sector
· Strong organisational leadership skills, with experience supporting the effective running and development of a small and fast-moving organisation
· Excellent communication, interpersonal and relationship-building skills
· Experience supporting organisational planning, sustainability and strategic development
· Strong financial awareness, including experience working with budgets, financial monitoring and forecasting
· Experience supporting marketing, communications and audience development activity
· Experience supporting governance processes and working alongside Boards of Trustees
· Ability to work collaboratively within a founder-led and community-rooted organisation
· A calm, adaptable and solutions-focused approach to leadership and problem solving
· A commitment to socially engaged, inclusive and community-focused ways of working
Desirable Experience & Skills
· Experience working within an Arts Council England National Portfolio Organisation
· Experience managing teams, freelancers or cross-organisational activity
· Familiarity with participatory arts, community practice or socially engaged creative work

[bookmark: _heading=h.19zm6rgvk6wk]How to Apply
Please complete the application form and Equal Opportunities Monitoring Form and return them to  
Closing date for applications: Sunday 21st June 2026, midnight
Interview dates: Wednesday 24th and Thursday 25th June 2026
Start date: Late July/ August 2026 (depending on notice period)
If you require the application pack in a different format, would like to discuss access requirements, or have any questions about the application process, please contact manon@frictionarts.com
To find out more about Friction Arts, please visit https://www.frictionarts.com






	Personal Details



Surname:						Forename:

Other names:

Address:

Home telephone number:				Mobile telephone number:		

E-mail address:

	Eligibility to work


Do you have permission to work in the UK? 
If your answer is yes, you will be required to provide evidence of your right to work in the UK at the interview stage of the recruitment process, and failure to do this will mean that your application will not be taken any further.
	Current/ Most Recent Employment (Paid or Unpaid)



Name of organisation:					Job title:

Date of appointment:		             		Current or final salary/wage:

Period of notice required:                                    	Leaving date if not now working:

Give a brief outline of your responsibilities:

Reason for leaving (or for seeking other employment):


	Recent Employment (Paid or Unpaid)



Name of organisation:					Job title:

Start of appointment:					End of appointment:

Salary/wage (if any):

Give a brief outline of your responsibilities:
Reason for leaving (or for seeking other employment):


	Recent Employment (Paid or Unpaid)



Name of organisation:					Job title:

Start of appointment:					End of appointment:

Salary/wage (if any):

Give a brief outline of your responsibilities:

Reason for leaving (or for seeking other employment):



	Education, Training & Professional Qualifications



	School/College/University/Employment
	Dates Attended 
	Qualifications
	Grade
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Using the job description and person specification as a guide please outline how your skills and experience meet the criteria for this post, and why you'd like to work with us.  
	





















Referees

Please give the name and address of two referees. Where possible referees should have known you at work/school/college and one referee should be your present or most recent employer (if applicable):

Name:						Name:



Address:						Address:





Telephone number:				Telephone number:


Email:                                                   Email:


Occupation:						Occupation:


May we request a reference:						   
  only after offer of employment			 
  at any time				           	













	Declaration



To the best of my knowledge the information on the application form and equal opportunities monitoring form is correct.


Signature:							Date:


To monitor the effectiveness of our equal opportunities recruitment policy, it is important to collect information which might identify possible direct and indirect barriers to employment. In line with our commitment, any information provided is entirely confidential, and is not part of any selection procedure. All applications are anonymised before selection, all data is retained adhering to GDPR guidelines.

Post applied for: Head of Operations
 	
Please state how you found out about the role:


















	MONITORING FORM



	Personal Details



Name:
Date of Birth:
Gender: (please select)
Female (including transwoman) 		
Male (including transman)  
Non-Binary (e.g. androgyne) 
Prefer not to say 

Is your gender identity different to the sex you were assumed to be at birth? (Please delete as appropriate).

Yes/No 

	Neurodiversity, Disability, and/or impairment



Do you identify as:
A deaf or disabled person, or have a long-term health condition 
Non-disabled 
Prefer not to say 

If you are neurodivergent, we can make adjustments to the application process. Please tell us if we need to make adjustments for you.










	Cultural Diversity



Please tick the ethnic category that best represents you. As you make your decision, please think about what ethnic group means to you, that is, how you see yourself. Your ethnic category is a mixture of culture, religion, skin colour, language and the origins of yourself and your family. It is not the same as nationality. If you prefer not to say, that’s fine as well!

White
	British
	Irish
	Any other white background, please state 				

Asian or Asian British
	Asian Bangladeshi
	Asian Indian		
	Asian Pakistani
	Any other Asian background, please state 				

Black or Black British
	Black African
	Black Caribbean
	Any other Black background, please state 				

Chinese or other ethnic group
	Chinese
	Any other, please state 						

	Dual Asian & White
	Dual Black African & White 
	Dual Black Caribbean & White
	Dual Chinese & White 
	Any other background, please state 					

Prefer not to say 



	Sexuality



Please tick the box that best reflects your sexual orientation. If you prefer not to disclose this information, please select Prefer not to say.

Bisexual 
Gay Man 
Gay Woman/Lesbian 
Heterosexual 
Queer 
Prefer not to say 


Doc ends. Thank you. 
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