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New Work Coordinator 
Job Description & Person Specification   

 
Responsible to: Literary Associate, with a dotted line to the Artistic Director 
Key working relationships: Literary Associate, Artistic Director, Producer Participation & 

Learning  
 
Purpose of the role 
To provide administrative support to Talawa’s Literary Department and artist development 
programme, MAKE, ensuring that the departments run smoothly, and that all writers and theatre 
makers at Talawa are well supported. 
 
Who we are 
Talawa is one of the most successful Black theatre companies in the UK.   We have established a track 
record of producing quality work which shines a spotlight on Black talent, creating theatre for 
diverse audiences across the country.  Mounting more than fifty productions over our 30-year 
history, we are the only Black British theatre company that presents the traditional canon of British 
theatre alongside international work and new plays. Recent new work includes Girls by Theresa 
Ikoko and Half Breed by Natasha Marshall, both of which toured in 2017.   
 
Talawa is committed to supporting the development of Black emerging and established artists, and 
in particular we have been championing writers through our twice yearly script reading service, the 
annual showcase event Talawa Firsts, and through offering residencies and commissions, supported 
by the Orseis Trust and the John Ellerman Foundation.  The Literary Department has grown in recent 
years, and has developed a reputation for finding some of the most exciting Black writers from 
across the country. 
 
Artists tell us they need a stronger network and more opportunities to work together.  In response 
to their needs and the concerns of the wider industry, we have created MAKE, a community of Black 
emerging artists, supported by the Esmée Fairbairn Foundation. We believe a strong community of 
Black artists is the key to changing the future of the theatre landscape.  
 
MAKE offers a national programme of activity that offers support at each stage of a Black artist’s 
career.  There are four stages to the programme: ENGAGE – an introduction to theatre at grassroots 
level; GROW – support for artists to develop their craft; COLLABORATE – opportunities to play and 
take risks with peers, and SUSTAIN – a clear pathway to sustaining a career in theatre.   
 
In 2018 we will be launching MAKE Online, an online community for Black artists based in the UK. 
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We are looking for someone who is passionate about new writing, and interested in supporting the 
development of Black artists. 
 
Duties include: 
 
General 

• Being the first point of contact for all writers and theatre makers that are interested in 
Talawa’s work, and maintaining these relationships. 

• Keeping Talawa’s artist database up to date. 
• Representing Talawa by seeing work by emerging artists nationally and attending relevant 

events, as required. 
• Representing the Literary Associate and Producer, Participation & Learning as required. 
• To support the collection and collation of statistical and evaluation data from all of Talawa’s 

artist development work.  This is to include participant feedback from workshops and other 
events, sharing information with the Administrator and stakeholders in a timely manner as 
required. 

• Support with the writing of regular project reports and Board reports as required.  
• Everyone at Talawa is a fundraiser.  Identifying funds that support artist development, and 

contributing to the development of applications. 
• Attending fundraising events as required. 
• Working with the Marketing & Communications Manager to gather materials that help tell 

the story of Talawa’s artist development activity on social media. 
 
Literary 

• The administration of the script reading service including: being the first point of contact for 
readers and writers, organizing readers’ meetings, updating the script log and preparing 
feedback letters for writers.  

• Supporting the Literary Associate with writers under commission and in residence, including 
offering dramaturgical insight where appropriate. 

• Administrative support for the Talawa Writers’ Programme, including supporting 
partnerships and administrating contracts and other paperwork as required. 

• Support the Literary Associate to plan, coordinate and deliver all Literary programmes and 
initiatives. 

• To project manage the Talawa Firsts festival, from supporting the Literary Associate with 
programming, to liaising with writers and theatre makers, providing casting support, to 
managing the project budget.  

• Staying up to date with the literary landscape across theatre, film and television.  
 
MAKE 

• To support Talawa personnel in negotiating and developing local and regional partnerships 
for MAKE. 

• To take responsibility for arranging meetings, organising travel and collating evaluative 
materials as necessary for MAKE.  

• Working with the partners and Talawa to organise the logistics of setting up workshops and 
events.  Communicating with participants and partners as necessary.  

• To liaise with freelance workshop leaders including preparing and issuing contracts and 
managing schedules. 
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• To coordinate workshop spaces, booking rooms as appropriate. 
• Support the Marketing & Communications Manager to gather materials for MAKE Online. 
• To work with the Producer for Participation & Learning and Literary Associate to prepare 

workshop materials as required, ensuring that all materials are up to date and in good 
working order.   

• Working with the Marketing & Communications Manager to gather materials for MAKE 
Online, to keep the site updated, fresh and relevant for users. 

• Managing the day to day activity of MAKE Online. 
• To ensure that the Finance Department has all relevant information they need in order to issue 

invoices and make payments on behalf of MAKE and the Literary Department.  
 
Person Specification 

• A minimum of 2 years’ experience in arts administration / project co-ordination 
• A strong interest in new writing and a knowledge of plays, writers and the new writing 

landscape 
• A passion for artists’ development including writers, theatre makers, directors and 

performers 
• A genuine interest in Talawa and a commitment to its aims and ethos. 
• A commitment to the Creative Case for Diversity.  
• Strong communication skills, both written and verbal  
• Ability to engage and build excellent relationships with stakeholders, including funders, 

artists and audiences  
• Ability to carry out work under pressure, strong organisational skills and the ability to manage 

time and prioritise effectively  
• Ability to collate data to monitor and evaluate projects 
• A willingness to work occasional evenings and at weekends and travel when necessary  
• Be a team player and good diplomacy and negotiation skills 
• Strong IT skills   

 
Hours of Work: 3 days per week (Tuesday – Thursday). Normal office hours 

are 10am – 6pm, with some evening work, and occasional 
travel out of London when required 

 
Salary:  £23,816 pro rata per annum depending on experience 
 
Holiday Entitlement:   20 days per annum (pro rata), exclusive of UK Bank Holidays. 

Talawa Theatre Company’s holiday entitlement year runs 
from April to March 

 
Contract:  This post will be a fixed term contract for 2 years.  On 

successful completion of the 2-month probationary period. 
There will be a notice period of 1 month 

 
Closing date  5pm, Friday 19th January 2018 
 
Interviews  Week commencing 29th January 2018 
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Post start date:           The successful candidate will be requested to start as soon as 
possible 

 
Pension: Talawa operates an auto enrolment pension scheme 
 
Talawa is an equal opportunities employer.  We are committed to working towards a more diverse 
theatre and cultural industry.  Our fees and salaries are at least ITC minimum. 
 
How to apply: To apply, please complete an application form and Equal Opportunities Monitoring 
form downloadable from our website at: http://www.talawa.com/get-involved/opportunities/.  
  
Please email your applications to recruitment@talawa.com referencing ‘New Work Coordinator’ in 
the subject line. Or post to: 
 
Recruitment (New Work Coordinator) 
Talawa Theatre Company 
Rich Mix 
35-47 Bethnal Green Road 
London 
E1 6LA 

http://www.talawa.com/get-involved/opportunities/
mailto:recruitment@talawa.com
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