If you require this pack in any other format such as large print, you can access it on our website: https://extant.org.uk/operations-lead if you want to contact admin@extant.org.uk we will be happy to send it to you directly

[image: Two Actors stand on a stage in blue lighting. To the left a black woman holding a folder. She wears glasses and is dressed in a smart red top and black trousers. To the right a white woman holding a folder and speaking in mid sentence. She wears glasses and is dressed in a smart green top and black trousers.]
Figure 1 Unseen Tour, 2024. Photography credit: Graeme Braidwood.
Contents
Introduction	2
Operations Lead	3
About Extant	3
Operations Lead - Job Description	6
Person Specification	8
Role Requirements	10
How to apply	11
Access	12

[bookmark: _Toc232671411]Introduction

Founded in 1997, Extant will celebrate its 30th anniversary in 2027 and as part of this journey, we are transforming. This is an information and recruitment pack for a new role Operations Lead which will start at the same time as our new senior leadership team of four roles which will be called The Extant Hive. We have been an Arts Council England (ACE) National Portfolio Organisation (NPO) since 2010, are currently in receipt of NPO extension funding for 2026/27 and 2027/28. 

Extant has made a commitment to working towards all its internal roles being held by visually impaired* people by 2033. The Operations Lead and The Extant Hive will begin this process. 

From October 2026 – March 2027, you will co-pilot the operations of Extant, understand the intricacies of the organisation and work alongside the existing sighted Operations Director before taking on the role solo from the beginning of April 2027 when the current Operations Director steps down. 

We recognise that hierarchical structures of leadership and decision making can be isolating, especially when working in non-visually impaired led spaces, where we are always in the minority. The Operations Lead and The Extant Hive are some of the ways in which we are trying to combat this.
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This is a role to support Extant at a time of significant and exciting change. As Operations Lead, your main responsibilities are to lead Extant’s day-to-day operations (HR, governance, finance, project management and marketing and comms), ensure we deliver against strategic priorities and execute our funders expectations. You will also work with other members of Extant on the broader strategic development of the organisation and play an active role in our company-wide process of evaluation and reflection.

Until March 2027, you will work collaboratively with the Artistic Director/CEO, Operations Director and the Board of Trustees as a member of the Senior Management Team. From January 2027 you will line manage our full-time Administrator and Project Co-ordinator and part-time book keeper.  

The ideal candidate is someone who has experience of working within the publicly subsidised arts sector, understands disability arts in the UK, and is interested in supporting ethical, radical and inclusive models of working. You will have strong experience of HR, finance, project management and marketing, good organisational skills and attention to detail, a flexible and adaptable approach and enjoy working as part of a small team.
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Extant is the UK’s leading professional performing arts company that explores visual impairment to create unique and innovative artistic experiences. We place visually impaired people at the centre of all we do: from the productions we create, to the artists we support to build deeper careers in the sector, to the audiences we perform to and the participants we work with.

In our company, visual impairment is celebrated as a rich source of creativity that inspires fresh perspectives. We fulfil our purpose by:

1) Demonstrating artistic excellence with the express inclusion of visually impaired people
2) Providing sustainable employment and supporting the development of visually impaired people in the performing arts
3) Providing opportunities for visually impaired people to get involved in the performing arts for the first time.
4) Ensuring that our company is led by visually impaired people, artistically, managerially and at board level.

The next 2 years (2026-2028)

From 2023-2026 Extant launched Evolve: a ground-breaking programme to develop new models of culture and leadership shaped by visually impaired people. In March 2027 our founder, Artistic Director and CEO, Maria Oshodi, will step down after a planned and managed leadership transition. 

Instead of carrying out a standard recruitment process to replace the current role with an identical one, we have spent the last four-years turning ourselves inside out.

Inviting new disabled leaders into the heart of the company and it has helped us challenge and question what we need to be next and in response to that we have created The Extant Hive, the next shape of Extant’s leadership, who will be in post in October 2026. The Operations Lead will support the organisation and The Extant Hive.


The current Extant team

Artistic Director/CEO (0.8 FTE)
Operations Director (0.6 FTE)
Artist Development Manager (0.6 FTE. Fixed term until October 2027)
Trainee Artistic Director (0.6 FTE until July 2026)
Trainee Creative Producer (0.6 FTE. Fixed term until October 2027)
Enhance Training Manager (0.6 FTE until October 2026)
Thinker-in-Residence Intern (0.8 FTE until July 2026)
Administrator (Full Time)
Bookkeeper (0.2 FTE)


Our present focus sits across four areas of work:

Evolve: a multi-year project to invite new visually impaired leaders (including two visually impaired Trainee Artistic Directors) into the heart of the company, to collaboratively discover the new shape of Extant’s leadership. Our learning has been shared with the arts industry and higher education through a PhD which was completed by Dr Maria Oshodi, CEO and Artistic Director of Extant, that has examined, recorded and placed into a historical context the pioneering practices and work undertaken by the company through four of our productions. 

Artist Development: a nationally significant programme of work and employment opportunities for visually impaired creatives, driven by a needs-led approach to working with visually impaired artists, led by an Artist Development Manager (ADM) and visually impaired Trainee Creative Producer (TCP) and supported by Esmee Fairbairn Foundation (2022-27).

Audiences and Access: A 3-year audience development and training programme (2023-26), Enhance, supported by Paul Hamlyn Foundation, develops new visually impaired audiences for theatre alongside training for 60+ sector partners.

Participation: Our two signature participatory programmes Extant Theatre Club (a social group, focussed on visually impaired audience members attending high quality, accessible theatre) and No Dramas (drama workshops for visually impaired adults, run by visually impaired arts professionals) reduce isolation and build, joyous new communities that improve the social lives of visually impaired people.
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As Operations Lead, you will lead Extant on the following areas: HR, Finance, Communications and Marketing, Governance, Risk Management and Evaluation
 
1) Oversee the delivery of Extant’s operations, monitoring and reporting against internal and external milestones, update the Extant Manuals and manage our risk register.
2) Ensure Extant’s work is effectively evaluated, impact assessments are implemented and individual project evaluations are consistent across the organisation 
3) Report to funding bodies (e.g. Arts Council England, Esmee Fairbairn Foundation and Paul Hamlyn Foundation) via quarterly and annual reporting.
4) Review and update Extant’s policy log and HR processes to ensure they meet legal requirements and align with Extant’s values. 
5) Lead on the marketing and communications ensuring they are consistent with organisational values, managing that regular content is produced for the quarterly newsletter, website and social media, utilising data analysis and campaign history to improve communications.
6) Create a supportive an inclusive working environment that supports staff wellbeing and ensuring that all workstreams are managed effectively (including through weekly team and monthly operational meetings) and supporting team members’ professional development. 
7) Oversee the recruitment and induction of new staff 
8) Manage the Administrator and Projects Coordinator to ensure the smooth running of the organisation and that all data practices are compliant with GDPR, IT and other corporate services are maintained, and contracts are managed effectively.   
9) Set and manage project and organisational budgets, in liaison with The Extant Hive and project managers
10) Maintain, understand and present management accounts and report to the board, funders and other stakeholders as necessary. 
11) Work with the book keeper to manage day to day finances, including monthly payment runs with the book keeper and external accountants to submit annual accounts to the Charities Commission and Companies House
12) Create and compile quarterly board papers and present them at board meetings and AGM. 
13) Create the annual Trustees Report (and other relevant legal submissions) in collaboration with the Administrator and Project Coordinator and Extant senior management.
14) Oversee the creation of the end of year accounts in collaboration with the book keeper, Operations and Strategic board subgroups and external accountants.
15) Keep up to date with current trends and new legislation in HR and arts operations to inform and progress the company’s organisational development.
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Essential Knowledge and Interests

1) Knowledge and understanding of the subsidised arts sector in England, including the HR, finance, marketing, risk management and governance procedures 
2) Knowledge and understanding of charity finance including the use of restricted funds. 
3) Understanding of the access issues of VI people and other disabled people, or a willingness to learn 
4) An existing interest in radical and inclusive arts practice in the UK or a willingness to learn

Experience

1) Demonstrable experience of HR, financial and other operational leadership in a theatre company, arts organisation, charity or organisation with less than £500,000 turnover. 
2) Experience of managing funder relationships, monitoring and evaluating projects and writing impact reports 
3) Experience of managing key stakeholder relationships such as with Arts Council England, funding bodies and external industry partners. 
4) Experience of leading a team of staff and managing people to work to a business plan, setting milestones, reviewing performance, co-ordinating appraisals and allocating resources.
5) Experience of managing complex, multi-year budgets and reporting to the board

Skills, Abilities and Personal Qualities 

1) A flexible, open approach and the ability to work collaboratively as part of a small team.
2) Strong people management skills, with the ability to motivate and develop staff and support them to achieve their potential.
3) Excellent organisational skills, with the ability to juggle competing priorities and maintain good attention to detail including under pressure.
4) Strong relationship-building skills with good oral and written communication.
5) A willingness to try new ways of working, self-awareness of own strengths and development areas and ability to reflect on and learn from what has gone well and less well. 
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Location: Extant, 2.06 Carlton Mansions, Brixton House, 385 Coldharbour Lane, London, SW9 8GL

We support flexible working, but we expect you to work from our Brixton office (London) at least one day per two weeks, to collaborate with the rest of the team.

Prior to confirming any offer of employment we will undertake certain checks including references, confirmation of the right to work in the UK, willingness to undertake an enhanced DBS check and that you are comfortable working in an environment where guide and other assistance dogs may be present.

*We support the University of Oxford’s definition of visual impairment as a ‘loss of sight that cannot be corrected using lenses.’

Visual impairment is a Genuine Occupational Requirement (GOR) for this role; visually impaired people are underrepresented in our workforce and the performing arts in the UK. We are targeting our recruitment to address this underrepresentation.

Salary and Benefits








This is a permanent (subject to securing new ACE NPO funding from April 2028) part-time (0.6) PAYE contract paid at £38,000 pa / FTE starting on 5th October 2026.

Location: We offer hybrid working with the Operations Lead expected to be in the office at Carlton Mansions, Brixton House at least 1 day per fortnight

Responsible to: Strategic Lead

Line Manages (from January 2027): Administrator and Project Co-ordinator and Book keeper

25 days holiday per year plus 8 statutory holidays (pro rata)

Occasional evening and weekend work will be required for which Time off in Lieu will be given

Pension, Employee Assistance Programme, Training and Development and theatre ticket budget
 

Probation and Notice

6-month probation period
One month notice on either side during the probation period, 3 months thereafter 
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If you wish to apply for this post, please send:
1. Your CV (no more than 2 pages, including details of two referees).
2. A 1-minute audio recording (in mp3 format) of yourself talking about why you are the right person for Extant at this moment of change (max one minute).
3. A Cover letter, outlining how you meet the job description and person specification, The Cover letter can be sent in one of the following formats: A Cover letter of no more than 2 pages, or a video no longer than 3 minutes, or an audio recording no longer than 3 minutes.

Please send your files (CV, audio recording and Cover letter) to admin@extant.org.uk by 12noon on Friday 7th August 2026.

All written attachments should be in Word (.doc), as pdf documents are not always accessible to screen readers. 

Extant does not use AI in any part of its recruitment processes. The multi-stage interview process will test an applicant’s ability to operate without AI.  

Stage One (online) – interviews will take place on Thursday 13th August 2026
Stage Two (in person) – interviews will take place on Tuesday 25th August 2026 at Brixton House, London
 
You should also complete an equal opportunity monitoring form which can be found here: www.surveymonkey.co.uk/r/ExtantEqualOpps
 
If you wish to arrange an informal chat about the post, please email ian@extant.org.uk to arrange this prior to submitting your application.
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We will endeavour to support any access requirements you may have during the recruitment process and make reasonable adjustments where required.

If you have any access requirements that you would like to discuss, please do not hesitate to let us know at any stage of the application process.
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