
 
 
 
EXECUTIVE DIRECTOR 
 
The Leith Theatre Trust was established in 2008 with the express purpose of bringing the 
redundant Leith Theatre back into use as a multi-space, accessible venue supporting arts, 
community development and events. With an initial five-year lease of the historic building we 
are working to raise the funds necessary to revitalise the main auditorium while showcasing 
its potential as one of Edinburgh’s most exciting new arts and music venues. Alongside an 
annual programme of cultural, leisure, civic and educational events working in partnership 
with cultural and community organisations we offer spaces for hire for private functions 
including weddings, parties and corporate events. In 2018 the building is hosting an exciting 
programme of events including the Hidden Door Festival and Edinburgh International 
Festival’s ‘Light on the Shore’ series.  
 
Role of the Executive Director 
 
Thanks to generous funding from the Heritage Lottery Fund, the Board of Directors of the 
Leith Theatre Trust is looking to appoint an outstanding and talented individual, with strong 
business and commercial acumen with a passion for the arts, to fulfil this exciting new role of 
Executive Director. We are looking for a confident leader who will inspire, motivate and 
support staff, new audiences and stakeholders through a period of considerable transition 
and opportunity for the Leith Theatre.  
 
The Executive Director will be responsible for strategic and commercial leadership, change 
management and innovation. In consultation with the Board of Directors, the Director will 
lead and deliver the strategic objectives of Leith Theatre Trust. 
 
Main duties and responsibilities 
 

• To develop a high-quality business strategy and plans and in alignment with short and 
long term objectives, to maintain the commercial and creative direction of the Trust. 

• To oversee all operations and business activities to ensure desired results are met 
and aligned with the overall strategy, vision and mission. 

• To oversee and ensure financial management of Leith Theatre Trust, the 
implementation of the business plan, comprehensive management accounts, 
financial reporting and fulfilment of statutory requirements. 

• To review financial and non-financial reports to ensure continual improvement and 
effectiveness 

• To develop and implement commercial income streams and public/private 
investment, to build a sustainable future for Leith Theatre Trust. 

• To attend and report at meetings of the Board of Directors, its committees and 
working groups; to ensure the timely report of Board papers; to communicate 
appropriate information to the Board on all matters relevant to the discharge of its 
governance and other responsibilities; to maintain an open and strong working 
relationship with the Directors, facilitating their engagement, both as a Board and 
individually with LTT and its work. 

• To lead, inspire, empower, mentor and motivate staff to advance employee 
engagement to maintain a high performing team. 



 
 

 
 

• To oversee the recruitment, professional development, management and 
performance of LTT’s staff ensuring alignment and compliance with LTT’s objectives 
and policies to demonstrate best practice. 

• To ensure LTT’s staffing structure is responsive to the step change required for the 
needs of the business and conducive to effective team working. 

• To maintain the highest level of awareness of the arts and events sectors with a 
thorough knowledge of the commercial environment in which LTT operates. 

• To represent LTT as an ambassador at all times including networking events, 
conferences, meetings with political and community representatives etc., continually 
creating and maintaining positive business relations with key partners and 
stakeholders. 

• To maintain the high profile of the organisation in association with the press and 
media. 

• To monitor and evaluate all business activities and operate a positive solution-based 
approach. 

• To operate in a transparent manner and demonstrate the importance of business 
ethics at all times. 

• To ensure resources and systems are in place to adequately support operations and 
meet business continuity requirements. 

• Other duties as operationally required and at the discretion of the Board. 
 
 
Person Specification 
 
Essential Knowledge, Skills and Experience 
 

• Proven experience in senior management and team building, ideally in an arts 
management context. 

• Proven experience of raising significant funds to support organisational outcomes 
preferably in the context of delivering a capital project 

• Experience in the developing and implementation of proven strategies. 

• Excellent understanding of financial management and budget control 

• Proven experience of leading and managing business operations such as marketing, 
HR, finance. 

• A strong understanding of business and management best practice. 

• Entrepreneurial with outstanding organisational and leadership skills 

• Analytical abilities and problem-solving skills. 

• Presentation and PR skills 

• Excellent advocacy and business development skills. 

• Strong strategic planning, organisational and analytical skills. 

• Strong time-management skills. 

• Outstanding Project Management skills. 

• Proven ability to work in partnership, connect and collaborate with others, both 
internally and externally. 

• Ability to inspire and motivate others. 

• Ability to delegate, negotiate, resolve conflict, be responsive to others and manage 
performance. 

 
 



 
 

 
 

 
Desirable Knowledge, Skills and Experience 
 

 Experience in arts management, business administration or relevant field  

 An entrepreneurial spirit, commercial acumen and ability to lead LTT’s fundraising 
initiatives. 

 Demonstrable knowledge and understanding of creative learning and community 
engagement 

 Demonstrable knowledge and understanding of PR, marketing and key audience 
development 

 Excellent knowledge of funding avenues particularly for capital, heritage and arts 
projects with experience of securing public and private funding. 

 A passion for culture and the arts 

 Knowledge and experience of working in the charitable sector. 
 
Personal qualities 
 

 A genuine commitment to the principles of equal opportunity, cultural diversity and 
broadening access to the arts. 

 High levels of Emotional Intelligence, Self Awareness, Self Regulation, Empathy, Social 
Skills and Motivation 

 Resilience and responsiveness to the changing external environment. 

 A supportive, approachable, effective and empowering management style. 

 An adaptable, flexible and pragmatic attitude. 
 
Terms and Conditions 
 
Job Title:    Executive Director 
Salary:    £40,000 Pro Rata 
Responsible to:   Chair of Leith Theatre Trust  
Location:    Edinburgh 
Appointment:  21 hours per week on a pattern agreed with the candidate, Fixed 

Term until 31th August 2019, subject to 3 months’ probation. The 
position may require some weekend/evening work (Leith Theatre 
Trust operates a time-off in lieu policy). 

 
Application Procedure 
 
To apply, please e-mail a full CV and a covering letter profiling why you are interested in this 
position and setting out how your skills and experience match the criteria required for the 
post to hannah.garrow@leiththeatretrust.org. If relevant, please state in your cover email if 
there is anything that we need to do or take into consideration to ensure that the short-listing 
process is fair.  
 
 

 


