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We’re recruiting  
Volunteering Futures: Volunteer Manager Kirklees 
Year of Music 2023 

Recruitment Information Pack  

If you require a different format of this Recruitment Pack, please 
contact recruitment@thelbt.org for support.  

https://thelbt.org/
https://www.facebook.com/thelbt.org
https://twitter.com/theLBT
https://www.instagram.com/lawrencebatleytheatre/?hl=en
mailto:recruitment@thelbt.org
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Who we are 

We are a community of likeminded people who are passionate about regional theatre.  

As a venue built by and for the people of Huddersfield we believe everyone has 
something to offer and by bringing together a variety of unique skills, magic can happen. 

 

 

 

★★★★★ “a game-changer” 

- The Telegraph on What A Carve Up! 
 
“My girls loved it (ages 5, 7 and 8). It was so much fun 
solving all the clues together. It’s brought us together 
as a family.” 
-  Review of Charlotte Holmes 
 

  

https://thelbt.org/
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About us 
We are a mid-scale theatre in the heart of West Yorkshire that was created by and for 
our community. Within the building there are three performance spaces – the Main 
House seating 461 people, the Cellar Theatre with up to 120 seats and the Attic Theatre, 
with up to 60 seats – as well as a number of meeting and function rooms, Gallery space 
and our café bar, The Courtyard. The theatre is run by a team of approx. 90 full-time, 
part-time and casual staff and we are also incredibly proud and grateful to have an 
exceptionally loyal team of approx. 80 volunteers at the theatre. 

Participation is absolutely at the heart of the organisation, and we do a huge amount of 
work both at the theatre but also in Kirklees more widely – all of this work is seen 
through a lens of tackling isolation and ‘otherness’ as well as building a stronger sense of 
community.  

 

★★★★”‘Impressively realised” 
- The Stage on A Christmas Carol 
 

★★★★ 
- The Guardian on Nigel Slater’s Toast 
 

https://thelbt.org/
https://www.facebook.com/thelbt.org
https://twitter.com/theLBT
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Vision, Mission & Values 
 
Why we are here 
 

We’re here to do our community proud. 

We’re here to share exciting and entertaining stories.  

We’re here to build a stronger sense of community.  

We’re here to encourage creativity, to nurture confidence, and to develop talent.  

What are we aiming for? 
We want to be the creative heart of Huddersfield.  

What makes us tick? 
We are friendly and welcoming.  

We are inclusive, diverse and accessible.  

We are collaborative.  

We are locally rooted with national ambition. 

 We are brave and unafraid of taking risks 

 

https://thelbt.org/
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Being part of our team  
The Lawrence Batley Theatre is the home of live performance in Huddersfield and for 
Kirklees. We are committed to discovering and developing the best talent from across 
the sector. We work with people from all backgrounds and with all levels of experience 
and we’re especially keen to hear from creative people who feel they are under-
represented in UK theatre. 

To help support this we have a flexible working policy and will consider job shares, 
working from home and flexible working patterns wherever possible. 

We offer our team:  
• On-site parking  

• Discount in our theatre café/bar 

• Free entry to selected performances at the theatre  

• 20 days annual leave, increasing to 25 days after 1 year’s employment and 30 
days after 5 year’s employment 

• Free 24-hour support service 

• Training & Development opportunities tailored to you 

• An additional day’s annual leave for your birthday 
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We’re recruiting for… 

Job title: Volunteering Futures – Volunteer Manager 

Fixed term July 2022 – March 2024 

Context: 
Kirklees Year of Music is a partnership project between Kirklees Council and various arts 
organisations across the borough. Volunteering Futures is an Arts Council England 
funded initiative, with Lawrence Batley Theatre acting as the lead organisation and 
overseen by an advisory group representing key partners.  

Kirklees Year of Music in 2023, is a unique, place-based, cultural change programme 
initiated and led by Kirklees Council.  Through investment in the district’s diverse music 
talent, communities and businesses, the year-long programme of major events and 
durational initiatives, will strengthen the music ecology of Kirklees from its roots.  With 
children and young people front and centre, our strategic impact areas are music 
education, health & wellbeing, community cohesion, night-time and visitor economy, 
aspiration & skills, and inclusion with the overall aim to reduce inequality, and level up 
access to opportunity. 
 
Year of Music 2023 harnesses the unique power of making and enjoying music to bring 
people together; improve our health and well-being and put Kirklees firmly on the global 
map as a place where great music can be made, played and enjoyed. 

KYOM23 will be the flagship for the Volunteering Futures programme but will also 
involve creating volunteering opportunities across the wider cultural and creative sector 
in Kirklees.  

Main purpose of job: 
As Volunteer Manager you will be responsible for developing and implementing an 
inspiring volunteer programme across Kirklees Year of Music working with the Arts 
Council England’s Volunteering Futures funding and framework, particularly focussing on 
young people but within the wider context of volunteering across KYOM23.  

The programmes will create opportunities for 200 residents across Kirklees, specifically 
disadvantaged young people aged 16-24 facing complex barriers to creative industries 
and culture, in order to gain confidence, skills and new networks.   

Recruitment will also take place for a Project Co-ordinator role to work on the project.  

We welcome applications from partnerships and organisations to take responsibility to 
deliver the project incorporating the Volunteer Manager and Project Co-ordinator roles. 
Additional costings and contract arrangements for proposals from organisations and 
partnerships available upon request.  

 

 

https://thelbt.org/
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Responsible to:  
Volunteering Futures Scheme Advisory Steering Group  

Chief Executive Officer Lawrence Batley Theatre  

Responsible for:  
Volunteering Futures Project Co-ordinator  

Training and Skills Co-ordinator  

Responsibilites: 
• Lead on developing the strategy and management of the Volunteering Futures 

programme across KYOM23  
• Develop partnerships with appropriate organisations and agencies including 

community and voluntary sector organisations, local authorities, universities, 
sponsors and other cultural partners with specific emphasis on inclusion and 
representation 

• Recruit and manage a delivery team and be responsible for the welfare of this 
team and volunteers including risk management and safeguarding.  

• Liaise with partner organisations to scope volunteer opportunities and develop 
appropriate volunteer roles using inclusive and creative approaches which are 
attractive to our target audience.  

• Plan, develop and implement volunteer management processes including 
induction, training, support and supervision. Implementing accreditation schemes 
where appropriate.  

• Manage a volunteer budget and identify resource requirements such as induction 
packs and volunteer handbooks, training resources, volunteer uniforms and 
volunteer recognition and celebration events 

• Identify and work with the appropriate volunteer shift management system and 
database to ensure it is managed and developed as required  

• Assimilate volunteer and organisational feedback into year-round evaluation 
processes, liaising with the KYOM23 evaluation team and our evaluators at 
University of Huddersfield and submitting reports on time and in line with our 
funder requirements 

• Regularly meet with the advisory steering group to identify opportunities and 
manage risks  

• Embed project legacy got volunteers from the start of the project and identify 
opportunities for volunteer progression working with partnership organisations 

• To follow procedures and complete paperwork as instructed  
• To comply with all health and safety regulations 
• To attend regular training sessions and meetings 
• To comply with organisational standards at all times  
• To be versatile in your role and to carry out any other reasonable duties as 

requested  
• To act as an ambassador for Kirklees Year of Music 2023 and an advocate for high. 

Quality volunteering, linking to relevant networks.  

https://thelbt.org/
https://www.facebook.com/thelbt.org
https://twitter.com/theLBT
https://www.instagram.com/lawrencebatleytheatre/?hl=en
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Personal attributes:  
Previous Experience:  

• Experience of leading and delivering programmes with large numbers of 
volunteers, workers or participants 

• Experience of inspiring volunteers and being a great people manager with a 
commitment to excellence  

• Experience of working with young people from a diverse range of backgrounds  
• Experience working large scale project management and budget maintenance  
• A Commitment to championing representation and inclusion at every level of the 

organisation with a proven ability to work with people from a wide range of 
backgrounds 

• Experience delivering monitoring and evaluation, data management and reports.  
 

Essential Personal Attributes   

• Excellent communication skills 
• Positive outlook  
• Flexible 
• Organised 
• Team player 
• Enjoys working with the public 
• Good financial accuracy 
• Attention to detail 
• IT literate 
• DBS check  
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Terms & Conditions  
Partnerships and organisations wishing to apply can access separate contact 
arrangements and costings upon request.  

Salary: £25,000 per annum  

Hours: 37.5 hours per week – Fixed term contract July 2022 – March 2024 

Hours will be flexible, evening and weekend work will be required.  No overtime is 
payable but time off in lieu may be taken with agreement of line manager. 

We are open to applications from organisations and partnerships and negotiatng a full 
service fee commensurate with salary rates detailed  

Holidays: Annual holiday entitlement is 20 days per year pro r.ata plus bank holiday 

entitlement. This increases to 25 days per year pro rata after the first year’s service.   

Standard terms and conditions of the Lawrence Batley Theatre apply. 

Deadline for applications: Midday Monday 20th June 2022 

Interviews: 23rd and 24th June 2022 at Lawrence Batley Theatre  
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Recruitment procedure & guidance  
The Lawrence Batley Theatre’s success is down to the passionate and creative people 
who make up our team. 

All we ask is that those who want to join us are passionate about what we do, dedicated 
to local theatre and have an open mind.  

These guidelines set out our approach to recruitment to give all potential applicants 
clarity about the standards and practices that are applied in our recruitment and 
selection processes.  

Job Description 

The job description contains information about the main purpose of the role, covering as 
comprehensively as possible the responsibilities of the post holder and what skills are 
required in the performance of their duties.  

Essential and desirable attributes  

This section of the recruitment pack lists the criteria that are required for someone to be 
able to perform the role to the required standards. The criteria are used in the 
shortlisting process and will inform the basis of the tasks/questions asked at interview. 

Equal opportunities 

We actively promote equality of opportunity for all with the right mix of talent, skills, and 
potential and welcome applications from a wide range of candidates. Recognising that 
the theatre sector, including ourselves, has a great deal of work to do to become truly 
equal we issue an Equality Monitoring form to everyone who applies to us. This form is 
anonymous and the information it contains is not considered as part of the selection 
process, however, after every round of recruitment we use the monitoring information 
we collect to understand who is and is not applying to our theatre – which allows us to 
identify areas in which our workforce is not representative of our community and 
developing ways of improving representation off the back of this.  

Advertising vacancies  

All of our vacancies will be advertised for a minimum of one month where practically 
possible. As standard all posts will be advertised on our website, social media channels 
and Arts Jobs. On some occasions vacancies will be advertised on job’s boards such as 
Guardian Jobs, Arts Professionals and Arts Marketing Association.  

Application process 

For most of our vacancies we ask candidates to complete an application form to be 
considered for the role but in some circumstances, we may hold open recruitment days 
for certain posts. 
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Submitting your application 

Below are some tips for submitting your application:  

• Complete all sections of the application form 

• Type or write clearly in black or blue ink 

• Try explaining any gaps in your work history  

• In the Please tell us why you think you are suitable for this role section please tell 
us how your previous experience demonstrates your ability to fulfil the role you 
are applying for. 
 

Shortlisting  

Once a vacancy has reached the closing date no further applications will be accepted. 
Before being reviewed we anonymise the applicant’s name, educational institution and 
dates of study on each application. Applications are then reviewed by a team of at least 
two members of staff with direct knowledge of and skills relevant to the role being 
applied for. They will shortlist candidates based on the Job Description and application.  

As soon as a decision has been made, we will contact shortlisted applicants to arrange 
interviews. Normally you would expect to hear from us within one to two weeks of the 
closing date if you have been selected for interview. If you do not hear from us within 
two weeks you have not been successful on this occasion.  

Interviews 

The interview is an opportunity for us to get to know you and to better understand your 
skills, experience, knowledge, and abilities. Interviews are conducted by the same two or 
three people who shortlisted applications and will include the line manager of the post 
being advertised. One of the team will act as Chair which means they are responsible for 
ensuring any particular access needs for candidates are taken into account as well as 
ensuring interviews are conducted professionally, fairly and in line with our Recruitment 
Procedure. The Chair also ensures that each panel member has an opportunity to give 
feedback on candidates in relation to the selection criteria and that those criteria and not 
any other factors are the basis for the panel’s decision making. The Chair is also 
responsible for ensuring interview notes are completed for every candidate to help us 
record the panel’s decision but also to enable us to provide feedback for all Interviewees 
so that you can understand the outcome of the interview. 

 

 

 

 

https://thelbt.org/
https://www.facebook.com/thelbt.org
https://twitter.com/theLBT
https://www.instagram.com/lawrencebatleytheatre/?hl=en

	★★★★★ “a game-changer”

