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General Manager  
Job Description

1. National Opera Studio Background

The National Opera Studio (NOS) is a Registered Charity and was established by the Arts Council in 1978 as a link between the music colleges and the main UK opera companies. It provides a master course for a small number of young and exceptionally talented singers and repetiteurs, to prepare them for their professional careers in opera. The NOS works closely with the six main British opera companies (Royal Opera, English National Opera, Glyndebourne, Opera North, Scottish Opera and Welsh National Opera), who help select the 12 singers who they believe have real prospects of becoming principal artists. The cast lists of national and international opera houses and festivals are witness to the continuing number of high quality performers who have trained at the NOS over the past 30 years. NOS Alumni include: Peter Auty, Barry Banks, Kim Begley, Emma Bell, Matthew Best, Alfie Boe, Susan Bullock, Karen Cargill, Alice Coote, Richard Farnes, Gerald Finley, Martin Fitzpatrick, Lesley Garrett, Lisa Gasteen, Julian Gavin, Susan Gritton, Gwyn Hughes-Jones, Katarina Karnéus, Marie McLaughlin, Gary Magee, Alastair Miles, Russell Moreton, Steven Naylor, Jonathan Nott, Mary Plazas, Jean Rigby, Joan Rodgers, Peter Rose, Kate Royal, William Shimell and Ian Storey.

The NOS was originally based at Morley College but moved to its own building in Wandsworth, South West London in 2003. The NOS building has a large rehearsal hall/performance space, four coaching rooms, a practice room, offices, kitchen and library and when not in use by the NOS is let to opera companies for rehearsals and auditions as well as to a variety of users.
2. National Opera Studio – General Manager: The Role

In conjunction with the Director of the Studio, the General Manager has responsibility for management of the NOS and for implementing policy decided by the Board of Management.  The General Manager is responsible for the financial management of NOS, for fund-raising, for the Studio’s relationship with Arts Council England: London (The NOS is a National Portfolio Organisation), for the maintenance of the NOS Building, for producing all NOS public performances either staged or with orchestra, for planning the NOS course and for administering the governance of the organisation.
The General Manager is responsible to the Chair and the Board of the NOS and manages four permanent staff (Head of Music, Planning Coordinator, Finance Officer and Administrator) and up to forty coaching staff who teach at the NOS on an ad hoc basis. 
Key Responsibilities include:
Fund-raising:  The NOS is an Arts Council England: London National Portfolio Organisation and the annual grant currently provides about 35% of the Studio’s income. The General Manager is the link between ACE and the NOS and part of this role is to fulfil statutory requirements of funding by providing regular financial information for ACE as well as compiling the Annual Submission to ACE and drafting funding agreements. 

The General Manager currently has responsibility for raising 60% of the NOS income per annum from non-public sources (£280,000: 2011/12 rising to £360,000 by 2014/15). Donations make up the largest part of the fund-raising and come from trusts/foundations, individuals and corporates. A large number of trusts/foundations and individual donors have supported the NOS over a long period and maintaining good relations with this generous donor base is a significant aspect of the General Manager’s role. The NOS needs to increase the percentage of its income from 2012 to 2015 to 70% and the General Manager will play a lead role in accessing new funding sources during this period. A part-time fundraiser may be appointed to assist with this increased area of responsibility.
Financial Management:   The General Manager has overall responsibility for the financial management of the Studio.  The day to day administration of the NOS’s finances is the responsibility of the NOS Finance Officer who reports to the General Manager. Maintaining a good relationship with the NOS’s bankers and auditors is an important part of this role. 
Event Management & Outreach (Public Performances):   The General Manger has responsibility for the organisation of all the public performances given by the NOS both at its home in Wandsworth and at other venues, ranging from lunchtime recitals, orchestral concerts and staged events. The administration of these events is carried out by the Administrator and Planning Coordinator who report to the General Manager. Staged productions might for example involve the engagement of a director, conductor, designer, lighting designer, technical and backstage staff, the scheduling of rehearsals, agreements with publishers and publicity.
Each year, the NOS course has included a residency with Welsh National Opera followed by a concert with the Orchestra of Welsh National Opera.  Residencies with Scottish Opera and Opera North which also feature performances, take place biennially. The organisation of each residency will be carried out by the Planning Coordinator who will be involved in liaison with the host opera company and the overseeing of travel and accommodation arrangements and the organisation of the NOS’s involvement in the concert.
The General Manager should ensure that the NOS has a presence in the local Wandsworth Community, overseeing NOS performances in the Borough where appropriate. The General Manger also has a role in ensuring that initiatives raised from the Singers of Tomorrow? forum are taken forward.
Premises Management:   The General Manager oversees the running and maintenance of the NOS building, the administration of which is carried out by the Administrator. This includes the provision of Security Services (the NOS has a Security Manger, as the building is opening in the evenings and for outside hires), cleaning and waste collection, security systems, fire alarm and extinguisher maintenance, mechanical and electrical systems maintenance as well as general maintenance. Ensuring that health & safety requirements are adhered to, as well as fire and building risk assessments. 
Planning the NOS Course:   The General Manager together with the Director and Head of Music plans the long-term elements of the NOS course and sets related budgets. This includes the planning of performances and the booking of the major artists such as directors and guest artists and the negotiation of contracts. 
Governance:   The General Manager is also the NOS Company Secretary, and has responsibility for NOS Board matters.  This involves producing Agendas, Minutes, the Company's Annual Report and the completion of all legal papers, annual submissions to the Companies’ House and to the Charity Commission; the company’s Risk Assessment, Equal Opportunities Policy and Racial Equality Plan. Responsibility in this area is to ensure that the NOS complies with its obligations under the Charities Act 2006 and the Companies Acts of 1985 and 2006.
Staff & Office Administration:  Together with the Director, the General Manager will interview and appoint all administrative staff. 
3. Personal Specification

Knowledge and Experience

· Fundraising experience particularly with individuals, trusts and foundations is essential
· Knowledge of and a good track record in the financial management of an organisation in the arts or charitable sector
· A knowledge of opera and an interest in young performers
· The ability to manage budgets

· Experience of organising events and performances in the performing arts would be an advantage

· The ability to manage a small administrative team

Personal attributes 

· Sound organisational, administrative and project management skills
· The ability to interact and establish good relations with existing and potential donors

· To be able to represent the NOS at a senior level to funders, Arts Council England and UK and International Opera companies and in the local Wandsworth Community.
· A team person, happy to work in partnership with a small team whist at the same time being happy to work alone and to use their own initiative
· The ability to think strategically and to develop and implement strategic solutions with an eye for detail
· Honesty and integrity
· Patience and tact

4.
Terms of Appointment:      
· The Salary for this role is in the region of £40,000. 
· A contribution towards a Personal Pension Plan of 5.5% of salary will also be made.
· The General Manager is based at the NOS in Wandsworth. London SW18
· The post holder will be expected to work evenings, weekends and public holidays as required.
5.
How to Apply:

Applications should be sent to:


Sir Brian McMaster


Chairman


National Opera Studio


2 Chapel Yard


Wandsworth High Street


London  SW18 4HZ
Or by email to:nosgmapplications@gmail.com
Please enclose with your application:

· a full CV,

·  a covering letter of not more than two A4 pages summarising your proven ability in relation to the personal and job specifications

· Your current remuneration

· Contact telephone numbers and an email address
· Details of up to two referees who may be contacted if you are shortlisted for an interview
The Selection Process

Short listed candidates will be invited to an interview with the selection panel in December 2011. 
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