
 

 

 
 

Director (Parental Leave Cover) 
 

Job Title Director (Parental Leave Cover) 

Location  Flexible home working / post-pandemic based at Pegasus 
Theatre, Oxford. 

Fee £30,000 pro rata / approximately £120 per day 

Time  2 days per week / 3 days per week (depending on experience) 
January 2021 – January 2022 
 
Occasional weekend and evening work may be required around 
specific meetings and events.  

Report to The Director will report to the Chair, but will also have the 
support of consultant Global Carnivalz. 
 
An initial three month term with performance review process will 
be overseen by the Chair. 

Responsible for  Staff, contractors, freelance staff and volunteers 

 
 
ABOUT COWLEY ROAD WORKS  

 
Every July on the first Sunday of the month, everyday life is put aside as the rhythm, colour and exuberance 
of Carnival takes over Cowley Road, bubbling over into the shops, businesses, parks and car parks and the 
community of East Oxford. In 2020, things were a little different and, as our city’s streets stood empty, the 
spirit of Carnival spilled out through phones, tablets, computers and sound systems. Virtual Carnival united 
the community through music, dancing, art and celebration. 
 
In 2021 Cowley Road Works (CRW) will deliver a brand new idea for Oxford – an eco-fleet Carnival. Months 
of creative projects will culminate in the transformation of local electric buses and vehicles with Carnival art 
and music. The Carnival eco-fleet will bring Carnival’s celebration of art, diversity and life to the city of 
Oxford on 4th July 2021. The eco-fleet project can be expanded or contracted according to pandemic 
restrictions. 
 
ABOUT THIS ROLE 
 
In 2021 the CRW Director is taking Adoption Leave, and The Trustees now wish to appoint a Director to 
cover 12 months parental leave to oversee our work, to lead on all aspects of the charity, and to support 
Global Carnivalz in the delivery of our eco-fleet Carnival and Virtual Carnival. Following the delivery of 
2021’s Carnival eco-fleet procession, the Director will develop strategy, budget and core Oxford City 
Council and Arts Council England fundraising bids for Carnival 2022, with the support of consultants Global 
Carnivalz. 
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The key responsibilities of the role of Director (Parental Leave Cover) include: 
 
Strategic 

• Review and deliver the 2021 business plan and (pending receipt of Arts Council England and Oxford 
City Council funding) manage the team to deliver the 2021 eco-fleet Carnival plan, monitoring 
delivery of the aims and objectives. 

• Ambassadorship: initiate, develop and maintain relationships with key stakeholders and partners. 

• Fundraising: steward and develop key funding relationships in 2021, and take an active role in 
fundraising via major grants for 2022 Carnival plans. 

• Manage the Trust’s team to ensure effective delivery of Carnival and other Trust activities. This 
includes a year-round team of: Administrator and PR and Marketing Officer, and seasonal team of 
Carnival Consultant, Carnival Creative Producer, Participation Manager, Technical Coordinator and 
Volunteer Coordinator. 

 
Trustees 
Support the board of Trustees, including some administration of trustee recruitment, induction and 
compliance with formal requirements; preparation of board meeting agenda, Director’s reports and other 
board papers; working with individual Trustees as appropriate. 
 
Finance 
Budget management is key to this role, as you oversee the charity’s core and project finances. In 
collaboration with the Treasurer and Book-keeping Trustee you will: 

• Manage and monitor organisational full budget and Arts Council budget 

• Oversee all invoicing, payments, banking and other financial procedures and controls 

• Develop budget for October 2021-22 CRW Financial Year 
 
Support the Treasurer in developing the annual report and audited accounts for the Charity Commission. 
 
Company Administration 
Ensure compliance with Companies House and Charity Commission reporting requirements, including 
preparation and filing of accounts, and maintaining updated information. Work with the Trustees to 
maintain and update policies. 
 
Staff/contractors/freelance staff/volunteers 
A key aspect of the role is the recruitment and oversight of a wide team of freelance staff. You will have the 
support of Consultant Global Carnivalz in recruiting and he will manage seasonal staff, but as our on-the-
ground local Director you will need to provide oversight and support to ensure delivery of targets. 
 
CRW’s permanent team consists of the Director, a 1 day per week Administrator and 3 days per month 
Marketing Coordinator. Funding dependent, in March 2021 this will increase through the recruitment of 5 
further seasonal team members. The Director is responsible for developing job desciptions/briefs and 
contracts, recruitment, training as necessary, management and monitoring staff/contractor performance 
against targets. You will have the support of Carnival delivery consultant Global Carnivalz. 
 
Operational 
Oversee operational needs including internal communications, IT, data protection, and record keeping. Key 
aspects include: managing email system; Google Drive shared drive; overseeing website, social media and 
Just Giving. 
 
Work closely with the Administrator to manage Trust documentation, equipment, and office and storage 
spaces at Pegasus Theatre where CRW are a resident company and East Oxford Community Centre. 
 



 

 

Fundraising and relationship management 
The Director is the fundraiser at CRW, and in this role you will: 

• Implement the delivery of a programme of fundraising, with the support of Global Carnivalz 

• Oversee all statutory fundraising: including major funders Arts Council England and Oxford City 
Council – fulfilling all funding requirements for 2021 and developing funding applications for 2022 

• Oversee key corporate sponsors and trusts and foundations income – consolidating funding 
pledges for 2021 and delivering projects, evaluation and reporting, and developing new funding 
proposals for 2022 

• Explore new sources of funding as appropriate 
 
You will also manage relationships with a wide range of stakeholders. Key stakeholders include: 

• Oxford City Council community and culture team, event team and Safety Advisory Group 

• Funders, especially Arts Council England, and local corporate sponsors 

• Artists, in particular our three associate artists 

• Schools, disability groups and adult community groups in East Oxford 

• Key Carnival participants:  

• Key Carnival contributors: performers, artists, DJs and our large volunteer team Cowley Road 
traders (shops, restaurants etc); and venues (Asian Cultural Centre, Mosque, O2, Bullingdon etc) 

 
CRW sits within a range of networks and seeks to maintain an active membership to benefit the sector and 
the city. Key networks include: Oxford Cultural Partners, and in 2021 participating in their Anti-Racism 
work; Carnival Advances Responsibility for the Environment (CARE); and the Roar Network for disability and 
arts organisations in Oxfordshire. The Director of CRW is co-lead for the Roar network with CRW partners 
Ark-T Centre’s CEO, and will play an active role in advocating for inclusion in carnival and in the arts. 
 
Carnival 
Supporting Global Carnivalz in the delivery of Carnival 2021’s eco-fleet, in the management of the Carnival 
freelance seasonal team and in evaluation of the 2021 event. Supporting via the management of local 
relationships, in particular funders, key participation partners and responding to team needs. 
 
Communications 
The Marketing and PR Coordinator leads on Communications. The Director’s responsibilities include: 

• Check, and when necessary, draft press releases and other communications copy  

• Oversee and, when necessary, issue regular social media updates 

• Maintain editorial control over full website content and updates  

• Provide interviews, photo calls etc with press and media as required 

• Maintain good relationships with our media partners BBC Oxfordshire, and other key media 
relationships, with the support of the Marketing Coordinator 

 
Evaluation 

• Oversee the year-round evaluation process (monitoring and gathering data, feedback etc). in 
particular for participation projects. CRW has 11+ intensive participation projects planned for 
Spring 2021, to be delivered in partnership with local schools, SEN schools, disability groups, CRW’s 
Caribbean-led Community Working Group and other adult community groups. 

• Appoint independent evaluator for Carnival 2021; define scope of evaluation. 

• Provide/ensure provision of all necessary information to the evaluator from staff, volunteers, 
participants, funders and audiences. 

• Finalise and distribute evaluation report to stakeholders. 
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Governance and Risk 
Maintain appropriate levels of governance and risk control, and update Trustees regularly, covering areas 
such as: Risk register; Policies and procedures; Security of records, information, documents and data back-
up’ Compliance with health and safety, safeguarding and other regulatory requirements and Insurance, 
which the Director will be responsible for renewing for FY 2021-22. 
 
Other Duties 
Due to the size of the charity and limited resources there will be other requirements of this role which may 
be required or may evolve from the overall responsibility for the organisation. 
 
ABOUT YOU PROFESSIONALLY  
 
To be successful in this role you will have demonstrated following through your work and professional 
behaviours:  
 

Essential (Must Have) Desirable (Should Have) 

Experience  

Experience of working in the voluntary sector 
 
Project management 
 
People management, ideally of freelancers 
 
Budget management 
 
Significant experience of successful fundraising 
 
Relationship management of multiple partners and 
stakeholders 

Organisational leadership and governance 
 
Experience of leading or senior management 
within arts or voluntary sector organisations 
 
Experience and passion for working with diverse 
communities/ community development 
 
Event management 
 
Digital aptitude, including use of websites and 
social media 

Knowledge / Skills  

Excellent financial and budgetary skills 
 
Ability to write compelling proposals, copy and 
reports 
 
Able to manage a diverse team of freelance staff, 
creating and monitoring targets to ensure delivery 
 
Well-developed influencing, communication and 
interpersonal skills 
 
Ability to build and develop good relationships and 
strong partnerships 
 
Ability to be an ambassador for and to represent 
Cowley Road Works with the media and others 
 
Very strong written & verbal communication skills 
Very strong IT skills 
 

A thorough understanding of arts organisations, 
fundraising and/or the outdoor events sectors 
 
Ability to be a champion of disability inclusion for 
both participants, audiences and performers 
 
Ability to be a champion of Anti-Racism work and 
an active member of the anti-racism community in 
Oxford 
 
Understanding of environmental sustainability and 
the issues impacting arts organisations or major 
outdoor events, or willingness to learn  



 

 

Essential (Must Have) Desirable (Should Have) 

Personal Attributes  

Passionate commitment to the mission of Cowley 
Road Works 
 
Diplomacy, tact, perseverance 
 
Able to gain the confidence of a range of partners 
and authorities 
 
Strategic and creative thinker, with a realistic and 
practical approach 
 
Drive, determination and ‘can do’ approach 
 
Able to work independently and as part of a team 
 

The ability to travel independently within 
Oxfordshire to support key meetings and the 
delivery of Oxford / Oxfordshire participation 
projects and Carnival 

Special Requirements  

Able to work flexibly (including evenings and 
weekends as necessary) 

Living in/near Oxford, as it is vital that the Director 
be able to provide hands-on support for 
Oxford/shire projects. 
 

 
Equal Opportunities 
 
It is the policy of Cowley Road Works to promote equal opportunity in employment for all employees and 
freelancers regardless of sex, marital status, religion, colour, race, ethnic origins, disability or sexual 
orientation. We actively seek and welcome applications from candidates from the Global Majority. 
 
TO APPLY 
 
Deadline for applications is: Sunday 10 January 2021 
 
Please send a letter of application outlining your interest in the role and relevant experience, along with 
your CV, by email to Heather Dunmore at: 
 
admin@cowleyroadworks.org 
 
If you would like to have an informal conversation about the role in advance of applying please email and 
we will be delighted to organise a call. 
 
Recruitment Process 
 
An initial phone interview will take place with the Chair of the CRW Board. This will be followed by in-
person interviews with the Trustees and with Global Carnivalz. 
 
Due to the fast turnaround of Adoption Leave, the position of Director (Parental Leave Cover) is available 
immediately, but we can offer flexibility on start date for the right candidate. 
 

mailto:admin@cowleyroadworks.org

