
 
 

JOB DETAILS 
 
Post Title:  Project Coordinator 

Reporting to:  CEO & Founder (Katy Raines)   
Head of Consultancy and Client Services (Flo Carr)  

Line Manager: Head of Consultancy and Client Services (Flo Carr) 

 

ABOUT INDIGO 

Indigo provides powerful insight and sensible consultancy for a stronger cultural 
sector. 

We are a small, but rapidly growing, consultancy working with cultural and 
heritage organisations to support their business development, marketing and 
audience development strategy. We also provide audience insight, research and 
evaluation for individual organisations and the sector as a whole. 

We pride ourselves on our commitment to and knowledge of the cultural sector – 
we are in regular contact with many cultural organisations through conferences 
and webinars, as well as working directly for them and maintaining regular 
communication with our clients.  

Since the impact of Covid-19 on the cultural sector, we have been working to 
gather and provide insight into the attitude of cultural audiences about 
attending cultural events and venues in the ‘new world’. Our work has provided 
the largest study of audience attitudes to Covid-19 worldwide, shared and 
distributed nationally and internationally and freely available for the benefit of all. 
We are proud to worked with over 500 cultural organisations and to have 
partnered with Baker Richards and One Further to form the Insights Alliance. 

Although we’re based in Birmingham, we have no office and our small team live 
in different locations across the UK. We meet up regularly in person for team 
meetings and socials. 

Find out more: www.indigo-ltd.com 

 
 

  



 
 

JOB PURPOSE 

We are looking for an enthusiastic and proactive arts professional who would like 
to join us to help co-ordinate and deliver a number of sector-wide projects we are 
working on.  

Our current projects include the evaluation of the Birmingham 2022 Festival as 
part of the Commonwealth Games, a National Lottery Heritage Fund Research 
panel and a project to encourage audiences to make greener choices when 
travelling to cultural events. The Project Coordinator would also be part of the 
team working on our ongoing national research programmes and support the 
delivery of insight to the sector. There is also the opportunity to work on client- 
based consultancy projects. 

As a member of our small team, working remotely, you will work closely with our 
Head of Consultancy and Client Services, Flo Carr, to ensure that these major 
projects are managed and delivered effectively and efficiently.  

This is an excellent opportunity for someone with some experience in a cultural 
organisation, interested in broadening their experience across a range of projects. 

 

 

 

MAIN DUTIES & RESPONSIBILITIES 

• Project plans and systems – managing, updating and tracking project 
plans and tasks, to include using different systems depending on the client 
and project; proactively look for ways we can run projects more efficiently 
and effectively using improved systems or communications methods. 
 

• Project communications – scheduling and attending project meetings, 
taking notes and sending action points; liaising with internal and external 
project teams as well as the client project team; building excellent 
relationships to keep the project team motivated and the project running 
to schedule and budget. 
 

• Project support – supporting the project teams with tasks and 
administration relating to the projects to ensure their successful delivery, 
which may include desk research and financial administration. 
 

• Project delivery and reporting – ensuring that all our reporting is on time 
and on brand, including preparing client-facing outputs, proof-reading and 
formatting. 
 

  



 
 

REVIEW ARRANGEMENTS 

This job information cannot be all encompassing. It is inevitable over time that 
the emphasis of the job will change without changing the general character of 
the job or the level of duties and responsibilities entailed. This information may be 
periodically reviewed, revised and updated in consultation with the post holder to 
reflect appropriate changes. 

 

SKILLS, EXPERIENCE AND QUALIFICATIONS  

We’re looking for someone who can be a great fit in our growing team. We think 
this person is likely to have the following skills and experience. 

Essential  

• A strong interest in working in arts and cultural administration 
• A good understanding of the cultural sector and the challenges facing 

organisations within it 
• An aptitude for managing complex projects on time and on budget, and 

keeping a project team informed and motivated 
• An ability to solve problems and remain calm whilst managing multiple 

projects 
• Excellent organisational and communication skills (written and verbal) 
• An approachable, professional attitude and a willingness to ask for help 

where necessary 
 
Desirable 
 

• Degree or equivalent, likely in an Arts/Humanities subject 
• Experience of working in a cultural organisation 

 
 

 
TRAINING OPPORTUNITIES 
 
We will provide training on all our systems, including project management 
software and finance systems. 

As an employee of Indigo, you will have membership (through our corporate 
membership) of the Arts Marketing Association, with access to related online 
training, networking events and resources.  

We can also provide career support and mentoring and networking opportunities 
within the sector. 

  



 
 

JOB DETAILS 

• Salary: circa £27,500 pa 
We want to meet people who are interested in working with Indigo to 
support our projects and continued growth, so we’re open to discussions 
about the salary, or with freelancers who may be interested in combining 
this with other roles. 
 

• Hours: 37 hours per week 
We think ideally this would be a full-time role but we would be very happy 
to have a conversation about flexible working patterns or part-time 
options. 
 

• Location: Remote working within the UK, although you may be required to 
travel to monthly team meetings in-person as well as occasional in-person 
client meetings (travel expenses would be covered). 

 

HOW TO APPLY 

To apply, please send your CV and a covering letter to Flo Carr, Head of 
Consultancy and Client Services, (flo.carr@indigo-ltd.com) with the subject line 
‘Project Coordinator application’.  

Your covering letter should be no more than two sides of A4 and should outline 
your relevant skills and experience, why you are applying for this role and what 
you hope to gain from it. 

If you have any questions about the role or your application, please feel free to get 
in touch (flo.carr@indigo-ltd.com) and we would be happy to have an informal 
chat.  

The deadline for applications is 10am on 10 December 2021, and we plan to hold 
interviews during w/c 13 December.  

 

Thank you for your interest and we look forward to hearing from you. 

  

 

Flo Carr 

Head of Consultancy and Client Services – Indigo Ltd 
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