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Project Manager 
December 2021 

 

Thank you for your interest in the position of Project Manager at XTRAX. Please note this is a 

fixed term employment contract from early 2022 to March 31st 2023 with the possibility of 

extension subject to funding.  

 

We enclose some background information about the company and its activities, the Job 

Description and Person Specification for this role, and information about how to make an 

application. 

 

This is an exciting opportunity for a hard-working, organised and creative individual to join our 

team. XTRAX has a national and international reputation in the dynamic and varied field of 

Outdoor Arts festivals, and our day-to-day work involves working with artists, festivals and a 

range of partners to deliver new arts works to audiences across the country and internationally, 

raising the profile of this important and accessible area of the arts.  

 

The role will involve supporting artists, developing relationships with festival partners and 

delivering strategic initiatives in support of the outdoor arts sector. The successful candidate 

will be part of a collaborative team of Project Managers and will be supported by the 

Programme Manager and Director.  

 

XTRAX is committed to diversity and inclusion and aims to reflect and celebrate diversity in all 

aspects of our work and relationships including with artists, audiences, staff, board and 

partners. Our team is drawn from many different backgrounds and cultures. We especially 

welcome applications from Black, Asian and ethnically diverse individuals and people who 

identify as Deaf, disabled and neurodivergent.  

 

If you are a non-British citizen, please ensure you have the right to live and work in the UK. We 

are legally required to request proof of your right to work before an offer of employment can 

be made.  

 

We realise that we could miss out on incredible talent joining XTRAX because someone might 

not see themselves in every single one of these criteria below. For example, research shows 

that Black, Asian and ethnically diverse women are less likely to apply to a role if they do not 

meet all criteria. Please do not be put off if you feel you do not tick all of the boxes below - if 

you think you could be great for this job, but are not entirely sure, please apply anyway, or 

email Annika Edge annika@xtrax.org.uk with the job role as the email subject, and we would 

be happy to discuss the role with you or answer any questions you may have.  
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We hope to hold Interviews in person at our office in Manchester, with social distancing in 

place though this will be subject to Covid restrictions. We will pay for travel expenses for 

candidates invited to interview. We will also pay reasonable costs relating to access or 

interpretation needs.  

 

If you would like to apply, please send us:  

 

• A CV - which should detail your key skills, employment or voluntary experience relevant 

to this role, including responsibilities held and relevant education or vocational training. 

Please include two referees, one of which should be your current or most recent 

employer or someone else who has worked with you in a capacity relevant to this role. 

They will not be approached until after the interviews and with permission from you.  

• A cover letter - telling us why you are interested in this position, how your skills and 

experience meet the needs of the role and any support or development you require to 

be successful in the position.  

• Our Equal Opportunities Monitoring Form - this will be separated from your application 

at the shortlisting stage, but it helps us to understand and improve who our 

advertisements are reaching. You can download the form here. Completion of the form 

is voluntary. 

 

We will also accept applications as audio or video files that contain the information described 

above. These should not be more than 10 minutes in length.  

 

Please send your application to Adam Cooper at adam@xtrax.org.uk with the subject header 

‘Project Manager’.  

 

If you wish to have an informal conversation about this role then contact our General Manager 

Annika Edge at annika@xtrax.org.uk  

 

The deadline for completed applications is 10am on Tuesday 25th January, 2022.  

 

Interviews will take place the following week on 1st or 2nd February   

 

We look forward to receiving your application.  

 

 

Best wishes  

 

Annika Edge, General Manager 

 

 

 

https://xtrax.org.uk/app/uploads/2021/12/Monitoring-Form-Recruitment-XTRAX-2021.docx
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BACKGROUND  

 

About XTRAX:  

Formed in 2001, XTRAX is one of the UK’s leading development agencies for the Outdoor Arts 

sector, supporting artists and festivals to develop, programme and advocate for high-quality, UK-

made, outdoor performance. We run self-initiated projects, events and showcases; as well as 

providing strategic management and producer services to our major partner organisations, in 

particular the Without Walls Consortium.  

 

XTRAX has 20 years of experience in managing festivals, events and sector development projects in 

the UK and internationally. We have organised over 40 international performance showcase events, 

in partnership with UK and international festivals and Arts Council England. We have extensive 

experience in consultancy, festival and event management, providing producer support to artists, 

managing international tours, and forming collaboration projects with arts organisations interested 

in working in Outdoor Arts.  

 

We work in partnership with like-minded organisations in the UK and overseas to find opportunities 

to present and champion outdoor performance and to facilitate international exchange. Whilst 

much of our work is delivered in association with public-facing Outdoor Arts festivals attracting tens 

of thousands of people, our showcase activity is “business to business,” working behind the scenes 

with artists, producers, programmers and arts and culture managers from across the UK and 

internationally.  

 

About Outdoor Arts:  

Outdoor Arts is a general term given to many different kinds of arts, festivals and events that take 

place in public space. Outdoor Arts includes many different art forms including theatre, dance, 

circus, puppetry, installations, digital art, music, pyrotechnics and many kinds of participatory work. 

The work can include projects of many scales, from small intimate performances to very large-scale 

spectacles and events. Outdoor Arts can be found at festivals in parks, city centres and high streets; 

in processions, outside theatres and venues, in carnivals, melas, and in all kinds of urban and rural 

settings. These events are often free and can attract large, diverse audiences, strongly 

representative of the local demographic.  

 

Company Structure:  

XTRAX is a Company Limited by Guarantee with a Board of Directors to whom we are accountable. 

We currently have a staff team of 11 plus a number of associates and freelance staff, and are a 

close-knit, multi-lingual team with a range of skills and expertise. You can find out more about our 

team on our website.  

 

XTRAX is funded by Arts Council England with additional income from producer and 

management services and a range of consultancy projects. 

 

https://xtrax.org.uk/about/team-and-board/
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XTRAX’s main projects in 2021:  
 

• Management of Without Walls, a consortium of over 35 festivals and organisations 

dedicated to supporting the development and creation of innovative outdoor work.  

• Delivery of industry showcase events in partnership with UK and International festivals, as 

part of our Platform4:UK project. This programme includes training opportunities, 

seminars, talks and networking opportunities designed to support outdoor artists and 

sector professionals. This had been planned as a “live” programme but has been 

redesigned because of COVID-19 restrictions to include online events alongside live 

activity.  

• Preparation of fundraising and grant applications for the continuation of our projects 

including applications to Arts Council England, trusts and foundations and other potential 

investors.  

• Tour management of Wired Aerial Theatre’s internationally acclaimed large-scale show As 

The World Tipped which has toured to Europe, Australia, South Korea and South America, 

though future plans have been affected by COVID-19.  

 

Our website gives an overview of our work - xtrax.org.uk  

 

About Without Walls:  

Established in 2007 Without Walls is the UK’s leading network of festivals and arts organisations, 

commissioning an annual programme of new outdoor shows by UK artists and delivering a range of 

projects to support the development of ambitious outdoor work.  

 

XTRAX is one of the founder members of Without Walls and delivers the wide-ranging programme 

of activity, manages the day-to-day operations and works with the board of Directors to plan the 

strategic development of the organisation.  

 

Without Walls brings together artists, promoters and commissioners to make high-quality multi-

arts outdoor shows - from the intimate to the epic - that tour to festivals across the UK and 

internationally.  

 

The Consortium nurtures talent and skills by researching, developing, supporting and touring 

innovative new work, enhancing the growth of the sector, and reaching large audiences, many new 

to the arts.  

 

Over the last 14 years Without Walls has supported the creation and touring of over 200 new shows. 

Many shows continue to tour nationally and internationally, contributing to the UK’s increasing 

reputation as one of the leading countries for Outdoor Arts in Europe.  

 

Without Walls’ work reaches audiences in their tens of thousands across the country and attracts 

audiences who would never normally attend other kinds of arts events.  

https://www.withoutwalls.uk.com/
https://xtrax.org.uk/project/as-the-world-tipped/
https://xtrax.org.uk/project/as-the-world-tipped/
https://xtrax.org.uk/
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Without Walls receives funding from Arts Council England and is one of its National Portfolio 

Organisations (NPO). XTRAX is responsible for managing the regular reporting requirements that 

are a condition of this funding. Without Walls turns over £1.2+ million per year.  

 

Without Walls is a Company Limited by Guarantee with a Board of Directors – you can meet them 

on our Board of Directors website page.  

 

Explore Without Walls’ achievements in 2021, with our latest Without Walls film here, and get to 

know our work in 2020/21 in our latest Annual Report here. 

 

For more information visit: withoutwalls.uk.com.  

 

  

  

  
Big Gay Disco Bike by Fatt Projects ©Emma Jones; Black Victorians by Jeanefer Jean-Charles © Ash Mills; Recovery 

Poems by EEA © Alex Bamford Photography; Do What Yah Mamma Told Yah by Just More Productions © Leyla Guler 

 

 

 

  

https://www.withoutwalls.uk.com/about-without-walls/board-of-directors/
https://youtu.be/tEB_hyj2PNw
https://www.withoutwalls.uk.com/annual-report-2020-21/
http://www.withoutwalls.uk.com/
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JOB DESCRIPTION 

 

Job Title:    Project Manager  

Duration:   Fixed term until March 31st 2023 

Start Date:    As soon as possible 

Salary:    £24,000 – £28,000 depending on experience  

Hours of work:   Full time (40 hours per week including lunch breaks)  

Responsible to:   Director 

Location:   Manchester, UK (role is office based).  

Visa Requirements: If you are a non-British citizen, you will need to have the right to live 

and work in the UK. We will request proof of your right to work before 

an offer of employment is made. 

 

 

The Role  

The post holder will work across the organisation, as part of a collaborative team, and taking 

an independent lead on an allocated portfolio of activity. They will work at a senior level, 

liaising with artists and project partners and leading meetings with stakeholders and board 

members. They have responsibility for large projects and manage budgets and financial 

reports as well as being involved in monitoring and evaluation. 

 

Responsibilities  

The Project Managers of XTRAX are responsible for the planning and delivery of a range of projects 

and events. Responsibilities are divided across the team according to the requirements of each 

project. The new post holder will not be required to lead on all of the following but will be required 

to lead on some activities and contribute to others. 

 

XTRAX 

Working closely with core XTRAX staff and UK and international partners, the post holder will 

contribute to the delivery of XTRAX showcases, both in the UK and internationally. This will 

include:  

● Working with showcase partners to agree strategic objectives, budgets, and project 

plans. 

● Identifying fundraising opportunities and preparing pitches and proposals as required. 

● In consultation with the XTRAX Communications team, to work with the partners’ 

communications staff to agree on marketing priorities.  

● Monitoring budgets and agreed delivery milestones. 

● Managing logistical arrangements for showcase activities including negotiating 

contracts and arrangements with hotels, caterers, transport and other suppliers. 

● Managing and hosting showcase events, seminars, panel discussions and meetings as 

required both online and in person.  

● Contributing to new thinking and processes in order to adapt activity to the current and 
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future COVID-19 circumstances, ensuring the continuation of international 

connectivity.  

● Gathering evaluation data from stakeholders including creating evaluation forms 

or questionnaires for showcase artists, delegates, and partners. 

● Analysing and reporting on data to build a strong evaluation report, identifying 

key trends, outcomes, and recommendations for future development  

 

Without Walls  

Working closely with the senior team the post holder will ensure the effective delivery of 

the Without Walls commissioning and touring programme and a variety of strategic projects 

including:  

● Working with the festival partners to support the selection and touring of a strong 

programme of work each year that meets the artistic policy of Without Walls and 

the agenda of the individual festivals. 

● Supporting artists in the creation of new projects and touring of existing Without 

Walls projects, offering advice and information as required.  

● Preparing and monitoring all contracts and grant agreements for projects, 

partners and artists in conjunction with our Finance Manager. 

● Monitoring the budget and ensuring maximum value for money including 

preparing management accounts and financial reports as required. 

● Supporting the festivals in the development of innovative audience 

development activities and evaluating them accordingly. 

● Devising and implementing appropriate systems for monitoring, evaluating and 

reporting all aspects of the work in conjunction with artists, festivals and other 

stakeholders. 

● Contributing to analysis and findings from evaluation to identify key trends, outcomes, 

and recommendations for future development. 

● Maintaining effective communication amongst the festivals, artists, board members 

and other stakeholders including attending meetings and representing the consortium 

externally as required. 

 

 

   
What Happened to You? by Nikki Charlesworth © Ash Mills  
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PERSON SPECIFICATION  

 

Essential  

● Minimum 2 years’ experience of project management in an arts or cultural 

organisation. 

● Experience of working on projects with several partners. 

● Strong understanding and commitment to best practice in diversity and inclusion. 

● Excellent organisational and administrative skills. 

● Confident negotiation skills. 

● Experience of budget management with budgets over £30k.  

● Experience of managing freelance contractors and staff. 

● Ability to work effectively as part of a team, supporting others, delegating work 

and sharing tasks as required. 

● Excellent verbal and written presentation skills. 

● Experience of compiling evaluation material and writing reports. 

 

 

Desirable  

● Understanding of the UK outdoor arts sector. 

● Experience of producing and touring artists’ work. 

● Experience of festival and event management.  

● Experience of creating and implementing audience development 

strategies. 

● Experience of working on projects with international partners. 

● Fluency in a second language, particularly German, Spanish, French, Korean or 

other European languages. 

 

 

 
       XTRAX Showcase event at Stockton International Riverside Festival © Gilbert Johnson 
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OUTLINE OF KEY TERMS AND CONDITIONS  

 

Hours of work:  

Generally, office hours are 9.30 – 17.30. The responsibilities of the post will from time to time 

include some evening and weekend work, particularly during event delivery times. XTRAX operates 

a flexible working policy where team members can work from home up to two days per week 

(Monday & Friday).  

 

Location:  

The post is based at our office in Hulme, Manchester. Please see the note about COVID-19 below.  

 

Special conditions of the post:  

Occasional travel required to meetings in the UK requiring some overnight stays.  

Evening and weekend work throughout the year but particularly during the summer festival season 

between May and September.  

Some international travel may be required if COVID-19 restrictions are lifted. 

 

Time off in Lieu:  

Staff can take Time off in Lieu (TOIL) of additional hours worked by agreement with the Director or 

General Manager.  

 

Holidays:  

The post holder will be entitled to 20 days paid holiday each year (pro-rata), in addition to statutory 

holidays, for the period of this contract. The dates should be negotiated with the Director.  

 

Pension:  

XTRAX has a Pension Scheme with the People’s Pension.  

 

Probation period:  

3 months  

 

Notice Period:  

During the probation period the contract can be terminated by either party with 4 weeks’ notice; 

after completion of the probation period the notice period is 3 months.  

 

A note about COVID-19:  

This recruitment is taking place during a third wave of Covid-19 restrictions. As a result of the 

pandemic many of the planned events and activities for XTRAX and Without Walls have been 

cancelled or postponed, and plans are in development for how to respond to the changes that are 

taking place. Having successfully delivered activity throughout the pandemic to date, we are 

confident of how to manage our plans. 
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During the lockdown, the XTRAX team have been mostly working remotely, though a successful 

return to office working had taken place September – December 2021, with additional premises 

being secured to ensure social distancing and safe working practice. After a long period of remote 

working and staff changes it is a priority to ensure a successful return to collaborative in person 

working, although some remote working may continue in line with COVID-19 restrictions. A 

thorough risk assessment is in place for the office to ensure the highest standards of safety for all 

staff.  

 

This job pack is not an exhaustive description of the role and the successful postholder will need to 

adapt to the changing nature of the business and the current context. We also recognise the 

challenges for staff working through a pandemic and are committed to being a flexible and 

supportive employer. A full orientation will be provided and further terms and conditions will be 

detailed in the employment contract and staff handbook. 

 

  
 

The Rascally Diner by LAStheatre © Southall; Mayfly by Kapow Circus Dance Theatre © Andrew Allcock; Future Cargo by 

Requardt & Rosenburg © Hello Content 


