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2 January 2018 

Thank you for your interest in this new position at Hackney Empire. We have created 
two key leadership roles to take Hackney Empire forward having successfully achieved 
the renewal of our funding from Arts Council England as a National Portfolio 
Organisation from 2018. 

Hackney Empire sits at the heart of the Town Hall Square on Mare Street. It’s been the 
focus of popular entertainment in the area for more than a century with stars such as 
Louis Armstrong, Maria Callas, Charlie Chaplin and Bruce Forsyth gracing the stage. 
More recent stars appearing include John Bishop (BBC One TV), Stewart Lee, Florence 
& The Machine, the RSC, Pharrell Williams, Taylor Mac and Jonny Woo. The theatre is 
loved and admired by generations of people from a broad range of backgrounds. We 
want to ensure that generations to come have the same opportunity. 

Hackney Empire, built in 1901, is a Grade 2* listed building by the celebrated theatre 
architect Frank Matcham. It is an atmospheric and beautiful theatre that has brought 
great pride to an area of Hackney that has seen long periods of decline and deprivation. 
The invigoration of the area in recent years is partly down to the success of Hackney 
Empire since its re-opening as a theatre in 1987 and a Lottery funded refurbishment in 
2004. 

As a home for a range of entertainment we pride ourselves on presenting work for many 
of the communities in and around Hackney. Diversity is hugely important to us, and our 
performers and audiences reflect the many communities who live and work in and 
around Hackney. 

Following a restructuring the Board have decided to establish two new leadership roles – 
Director of Artistic Programme and Executive Director – we want a dynamic and 
creative partnership to create a strong and appealing programme underpinned by sound 
financial judgement. With the strong support of the Board and a massively talented team 
of staff we’re confident this will be a truly inspiring role for the right candidate. 

Delphine Brand 
Chair of the Board of Trustees 



JOB DESCRIPTION 

EXECUTIVE DIRECTOR 

CONTEXT & SCOPE OF THE ROLE 

This is a new post for Hackney Empire and reflects a new dual leadership model for 
the organisation. The Executive Director will lead the Finance, Personnel/HR, 
Development and Operational functions in the theatre to support the attractive and 
eclectic programme at Hackney Empire. The post holder will work in partnership with 
the Director of Artistic Programme as joint heads of the organisation and will report 
directly to the Board. 

The Executive Director will be responsible, with the strong in-house team, for 
establishing a sustainable and effective infrastructure to ensure the long-term future 
of the theatre. This leadership role is pivotal to the success of the business and there 
will be scope for the post holder to develop the current structure in support of the 
overall strategy of the business. 

The theatre programme embraces a range of popular diverse work for which 
Hackney Empire has become so well known. This leadership role will offer the scope 
to work with the Director of Artistic Programme to create new relationships as well as 
building on those with our current promoters and partners to help us fill our 1300 
capacity theatre. At the heart of our in-house productions is the annual award-
winning pantomime written and directed by Susie McKenna (Creative Executive 
Producer). Hackney Empire is also co-producer with a range of partners in projects 
such as Rudy’s Rare Records (with Birmingham Repertory Theatre) and Soul: The 
Untold Story of Marvin Gaye (with Royal & Derngate, Northampton) and is keen to 
develop a range of collaborative approaches to work both on the stage and beyond 
the walls of Hackney Empire.  

The current programme embraces: 
• Music – across many genres and appealing to varying audiences. This ranges 

from special one-off appearances from artists such as Florence & The 
Machine, The Last Shadow Puppets, Peter Doherty, FKA Twigs and 
Rudimental, as well as regular appearances from the BBC Concert Orchestra.

• Family – as well as the annual pantomime, Hackney Empire presents 
performances for families and children including Horrible Histories and Peppa 
Pig.

• Musical Theatre & Opera – are a strong focus for Hackney Empire. Regular 
visitors are English Touring Opera, and in June 2018 both the Royal Opera 
House and Welsh National Opera are presenting new work on our stage. As 
well as opera, Hackney Empire has a strong track record of presenting popular 
musical theatre such as Blues in the Night, Soul Sister and most recently Mack 
& Mabel with the London Musical Theatre Orchestra. 



• Comedy - is part of Hackney Empire’s DNA and remains true to the popular 
comedy roots of the early days of the theatre. Stewart Lee will shortly be 
appearing in A Belter for Shelter and last year John Bishop’s BBC One series 
was broadcast from Hackney Empire, many comedians include our venue in 
their tour schedules.

• LGBQT+ - for the LIFT Festival in 2015 Hackney Empire hosted American 
artist, Taylor Mac and Jonny Woo’s Un-Royal Variety gave 2 performances in 
Autumn 2016 & 2017.

• Young People & Emerging Artists – regularly contribute to the programme 
from our own ADP (Artist Development Programme) and Alter Ego talent 
conquest, through to residencies from the Royal Academy of Music or All 
England Dance.

• Film, Digital, TV & Photo-shoots – featured several times a year making a 
valuable artistic and financial contribution. A relationship with Sony/Hawkeye 
is currently in development. 

The role of Executive Director requires a knowledge of theatre management and 
production and the importance of sound financial judgement. With the Director 
of Artistic Programme, the Executive Director will play a key leadership role in 
the future of the organisation. 

MAIN RESPONSIBILITIES: 

§ To develop and establish, with the Director of Artistic Programme, Hackney 
Empire’s long-term resilience.

§ To advocate for the Company with the Director of Artistic Programme raising 
the theatre’s profile with key decision-makers and the public - locally, 
regionally, nationally and internationally.

§ In partnership with the Director of Artistic Programme, to develop a business 
strategy capable of meeting agreed objectives and targets in line with 
Hackney Empire’s aims and vision, and the requirements of various key 
stakeholders.

§ To foster new creative and strategic partnerships and networks to ensure 
recognition for Hackney Empire’s contribution to the cultural, social and well-
being of Hackney. This will include a range of agencies such as Arts Council 
England, Greater London Authority, London Borough of Hackney, London 
Enterprise Panel and similar public bodies.

§ To ensure that all companies and artists are able to operate in a creative 
working environment and in the context of high production values.

§ To ensure Hackney Empire is compliant with all relevant legislation and 
regulation including Charity and Company law, employment law and 
adherence and monitoring of the Company’s commitments and obligations 
under the Equality Act 2010.

§ To lead and work with the Board, all staff and artists to enable productive 
collaboration, team building, high levels of performance and individual 
development thereby ensuring excellent morale.

§ To ensure the Creative Learning work of Hackney Empire remains 
fundamental to the work of the Company. 



SPECIFIC DUTIES: 

INCOME GENERATION: 

§ To lead on strategic relationships with key stakeholders: Arts Council England
and London Borough of Hackney in particular.

§ To lead on the development of income generation capacity in the Company.
§ To monitor the preparation and presentation of reports to stakeholders and

other funders.

FINANCE: 

§ To work with the Director of Artistic Programme to monitor the preparation of
project and production budgets.

§ In partnership with the Director of Artistic Programme to be responsible for
ensuring the artistic programme is financially viable.

§ To line manage the Finance Department (Head of Finance – P/T, and Finance
Manager – F/T)

§ To prepare annual and project budgets with the Head of Finance for
agreement by the Board and Stakeholders.

§ To ensure timely reporting to the Board with the Head of Finance against
agreed budgets including quarterly management accounts and cashflow
forecasts.

§ To manage relationships with bankers and auditors with the Head of Finance.
§ To be responsible for the confidential information regarding the Company’s

finances and personnel.
§ To implement the Company’s Financial Procedures and Reserves Policy.
§ To ensure finance systems are robust and backed up.

PERSONNEL/HR: 

§ To oversee the Company, its employees and contractors to ensure best
employment and engagement practice is followed.

§ To oversee recruitment practice including Equal Opportunities awareness.
§ To promote awareness of good employment practice throughout the

Company.
§ To ensure current employment contracts and terms and conditions are

compliant.
§ To ensure the Staff Handbook is reviewed and updated.
§ To ensure the Company has an appropriate Health and Safety policy, and that

this is implemented, risks are identified and managed, accidents and incidents
are reported and address and staff are training and aware of their own
responsibilities.



OPERATIONAL: 

§ To monitor the management of the theatre and to ensure adherence to the
licensing requirements.

§ To maintain a register of compliance requirements.
§ To identify, procure and maintain appropriate insurances.
§ To monitor the management of the building, including procuring and

managing service contracts including cleaning, catering, maintenance etc.
§ To line-manage with the Director of Artistic Programme the Technical &

Building Management teams
§ To monitor adherence to the new regulatory environment data management

and protection.

GOVERNANCE: 

§ To ensure the Board is equipped to discharge its responsibilities and meet all
relevant legislation requirements.

§ To report regularly to the Board and Sub-Committees providing the necessary
information for considered decisions to be made for the future sustainability
and growth of the Company.

§ To ensure timely delivery of agendas, minutes and reports to the Board and
Sub-Committees.

§ To act as Company Secretary.
§ To ensure compliance with all laws and regulations, including reporting to

Companies House and the Charity Commission.

MARKETING & COMMS: 

§ In partnership with the Director of Artistic Programme to monitor and maintain
an overview of promotional materials and PR to secure the good reputation of
the Hackney Empire.

§ To line manage the Marketing Team in partnership with the Director of Artistic
Programme.

GENERAL: 

§ To be aware of, and comply with Health & Safety Regulations and standards
of good practice.

§ To comply with all organisational policies, including [e.g. Equal Opportunities,
Data Protection etc].

§ To participate in regular performance review meetings with the Board.
§ To engage with and undertake personal and professional development

opportunities as required for the role.
§ To carry out other duties, as required by the role and Company.



SKILLS & EXPERIENCE: 

ESSENTIAL: 
§ Significant experience in theatre at senior/strategic level.
§ Experience of strategic planning and implementation.
§ Experience of people management and leadership.
§ Experience of organisational financial planning and management of significant 

budgets.
§ High level literacy and numeracy skills.
§ Experience of contract negotiation and procurement at various levels.
§ Experience in both charity and business management.
§ Capacity to work under pressure.
§ Ability to self-motivate and prioritise a complex workload.
§ Ability to advocate for Hackney Empire and to represent those interests in a 

variety of contexts.
§ A proactive approach to promoting diversity and inclusion.
§ Ability to identify opportunities and anticipate change. 

DESIRABLE: 
§ Knowledge of the funding landscape.
§ Experience of policy development.
§ Robust monitoring and evaluation skills.
§ Understanding and use of social media.
§ Successful track record of meeting challenging financial targets.
§ Experience of operations and building management.
§ Knowledge of good employment practice.
§ Senior Executive IOSH qualification or equivalent / knowledge of venue

Health and Safety and best practice.

TERMS & CONDITIONS: 

Salary: £58,000 

Term: Full-time, permanent, subject to the successful completion of a 6 month 
probationary period. 

Notice Period:  1 month during probationary period (on either side), thereafter 3 
months 

Place of work:  Hackney Empire, 291 Mare Street, London E8 1EJ 

Hours: 

Holiday: 

Minimum 40 hours per week. The post-holder will be expected to work 
the hours necessary for the proper execution of the duties that come 
within the scope of this post. There will be weekend and evening work. 

25 days (excluding public holidays). 



Benefits: Stakeholder Pension 
Discount in The Empire Bar

Subject to: Satisfactory references and compliance with Immigration, Asylum and 
Nationality Act 2006. 

APPLICATION PROCESS: 

If you would like to apply for the post of Executive Director please complete the 
application form (downloadable from hackneyempire.co.uk/working-with-us/) and 
the Equal Opportunities Monitoring Form (which will be used for monitoring 
purposes only). 
Please send your completed forms to: 

Carrie Britton, Hackney Empire, 291 Mare Street, London E8 1EJ 
or email to director.recruitment@hackneyempire.co.uk 

The closing date for applications is 5pm on Friday 2 February 2018. First 
interviews will take place on Thursday 8 February and second interviews on 
Monday 19 February 2018. 




