
 
 

JOB DESCRIPTION 
 
Job Title – Depute to the Director, 28-35hpw (0.8FTE to FT) flexible to include evening and weekend 
work  
 
Accountability - The Depute will be managed by the Director and through them be responsible to the 
Board of Trustees. 
 
Salary - £30,000 FTE, pro rata for 28 hours per week 
 
Probationary Period: six months from commencement of employment.   
 
NEA Context  
 
NEA is a bright bubble of activity; open, accessible and flexible; with a buzz of possibility.  
 
A creative place where we can  
 
• make connections 
• share ideas 
• build trust 
• learn together  
• support each other  
• take creative risks  
 
NEA aims to be at the centre of a kinder community using the arts to make:   
 
A sense of support  
A sense of worth  
A sense of place 
A sense of purpose 
 
Our work and values promote Creativity, Efficacy, Innovation, Community Spirit, Determination 
Health & Well- being. They have a positive impact on the Local Economy, Local Environment and 
Local Employment. 
 
NEA Objectives  
 
Over the last eight years NEA has undergone a period of steady growth, establishing itself as a 
trusted community anchor for Muirhouse, West Pilton and the surrounding neighbourhoods.  
 
NEA acts as the creative hub for the area, as a centre for social exchange and an informal one-stop 
shop for community support. The latter has been developed with tenant organisations Volunteer 
Edinburgh and Muirhouse Link Up.  
 



Now that the organisation is a well-known, accessible and relevant resource for the area, NEA’s 
focus is to be at the centre of a caring community, the place to make connections, make and see art, 
and take creative risks. A place where people meet to explore new ideas and share skills.  
 
We will be the place where complexities, ambiguities and uncertainties can be shared and explored 
in a safe and supportive space. Our work will not be about compromise; in the cultural arena 
tension, with trust, is to be welcomed. It is of importance in these changing times to be able to see, 
discuss, and make comment on the world around us, in a shared and open space.  This organisation 
should be a steward for social thinking, providing creative content and reflecting on our 
community’s past, present and future.  
 
To allow for that NEA needs to be: 
 
· a stable and financially viable organisation 
· with a staff structure and resources fit for purpose  
· operating in a refurbished and extended site and building to meet growing demand 
 
NEA will confirm its place within the local community and within the cultural ecology of the city – as 
the place where connections are made and relationships build; as a community-led production 
house, a free space, where trust is developed and risks are taken, a space of city and national 
significance.  
 
Relevant, inclusive and of quality BECAUSE of where we are located, not DESPITE.  
 
We have four interlinked strands of work:   a place to meet 
       the place for art  
       a place of debate, influence & example  
       the space for enterprise & skills  
 
Our focus will be on making and enjoying art, and we will carry out everything we do with this clear 
rationale, coupled with the highest production values. We will respect our core stakeholders; the 
community who live and work in the square miles around our building, and the artists, local, national 
and international, whom we choose to work with us. 
 
Purpose of the role:  
 
To provide effective dynamic and inspirational leadership, guidance and direction to NEA centre 
staff, and to deputise for the Director: 

 ensuring the achievement of the Centre’s goals and objectives; 

 managing the establishment efficiently and effectively on a day to day basis; 

 promoting and safeguarding the welfare of staff, volunteers and users. 
 
The Depute will:  
 
Ethos and Vision  

 Promote a culture of encouragement, support and challenge which provides direction and 
motivation to clients, staff and volunteers; 

 Assist in ensuring NEAs vision is clearly and effectively articulated, shared and understood 
with all stakeholders; 

 Support the profile of the centre and further enhancing it through proactive engagement 
with clients, projects, donors and the community; 



 Seek opportunities to link the work of the centre with that of the wider community of which 
it is a part, ensuring the centre’s ethos and relationships lead to continuously improving 
outcomes for the community.  

 
Leadership and Day-to-Day Management  

 Develop, motivate and lead staff and volunteers to achieve the highest standards promoting 
and building leadership capacity at all levels; 

 Manage a core team and co-ordinate with other members of the management team to 
ensure the effective day-to-day running of the establishment for clients, volunteers and 
users.  Deputise for the Director in leading the management team from time to time; 

 Establish a nurturing and positive approach with staff and volunteers to support vulnerable 
users, providing guidance and training to staff where required; 

 Mentor and coach staff, oversee the recruitment of new staff, providing support, guidance 
and advice. Effectively delegate activity that encourages, motivates and develops the skills 
of the team. 

 
Project Delivery 

 Be responsible for our Membership programme, with the opportunity to shape it from 
inception to successful implementation; 

 Evaluate, shape and manage a variety of projects and one-off events that fit with our 
strategy and alongside our regular programme;  

 Ensure projects and events are delivered to a high standard through good budgeting and 
planning.  Effectively manage relationships and work with others on NEA’s management 
team to secure resources as needed; 

 Be accountable for the successful delivery of projects and events, which will include outputs, 
KPI's, finances, resources and relationships;  

 Oversee IT and communications systems, and troubleshoot when necessary 

 Oversee the provision of an effective volunteer programme that benefits the centre while 
providing volunteers with a rewarding and stretching experience while utilising their 
strengths and talent to benefit users; 

 Be an effective team player as a member of the centre’s Management Team. 
 
 
Person Specification:  
 
A successful candidate will have proven people leadership and communication skills. Possessing the 
organisational skills needed to manage multiple projects simultaneously, you’ll be a strong team 
player, with great relationship skills, have an inquisitive and creative approach and be a proactive 
and enthusiastic completer finisher. With a strategic mind, you’ll possess the skills to support the 
development and growth of NEA, helping to build its public profile and to develop its community 
footprint. With a passion for the arts and creativity you will have had experience of working with and 
for communities like North Edinburgh.  
 

RECRUITMENT PROCESS & TIMESCALES 
 
Please email your CV and a short personal statement (max 2 sides of A4) stating your motivation and 
suitability for the job to:   
 
admin@northedinburgharts.co.uk   
 



Deadline for applications is 12 noon on Thursday 16th January 2020. 
Please note applicants who are successful at the sift stage will be invited to interview on Friday 24th 
January 2020.  
 
The intention is to start this post on 2nd March 2020 


