












Creative Freelance 
Engagement Manager 

Directorate:
Reporting to:
Direct Reports:
Hours:

Salary:   £36,375

Creative Programmes
Assistant Director – Impact and Engagement
None
37.5 hrs per week (hours are worked to meet the 
requirements of the role and some evening and weekend 
work will be required)

Main Purpose of the Role

The Creative Freelance Engagement Manager will lead the organisation’s engagement with self-
employed artists, practitioners, commercial and creative freelancers across the full engagement 
lifecycle, from commissioning, contracting to providing relevant support. 

Working collaboratively across departments, the Creative Freelance Engagement Manager will 
ensure organisational practices are consistent, compliant and aligned with relevant industry 
agreements, recognised union frameworks and best practice. The role will be responsible for 
strengthening systems, processes and relationships that support effective freelance engagement, 
helping ensure freelancers have clear information, a supportive environment and a positive 
experience in which to thrive when working alongside the organisation.

This role will champion an aspirational approach to working with freelancers, raising the bar of best 
practice within Norwich Theatre, and by extension our sector.



Key Responsibilities

Leadership and Advocacy

• Support the renewal and implementation of the organisation’s Freelance Charter, 
ensuring a new version both builds on existing commitments around fair and consistent 
engagement, and reflects evolving needs.

• Maintain awareness of sector developments and industry agreements affecting 
freelancers, ensuring that Norwich Theatre’s ways of working meet industry best 
practice.

• Support the implementation of organisational strategies relating to creative talent 
development and sector skills priorities.

• Support the organisation’s role within the wider regional creative ecology by 
strengthening relationships with freelance networks and practitioners.

Commissioning and Engagement

• Lead and coordinate freelance contracting processes for teams, from commissioning 
and onboarding through to project completion and offboarding, incorporating welfare 
support and reflective practice. 

• Support colleagues across departments to develop clear commissioning processes for 
freelancers.

• Advocate best practice in providing freelancers with clear project briefs, timelines, 
budgets and expectations.

• Promote transparent and inclusive approaches to engaging freelance talent, supporting 
access to diverse, specialist and emerging practitioners.

• Strengthen relationships with regional and national freelance networks to support 
access to specialist and diverse talent.



Information, Communication and Resources

• Develop and maintain a central information resource for freelancers working alongside 
the organisation.

• Ensure freelancers can easily access and process relevant information relating to 
projects, organisational policies and processes.

• Advocate for strong freelance engagement, supporting colleagues across departments 
to work effectively with all freelancers and ensure expectations are understood and 
information is shared consistently to improve efficiency.

Administration

• Negotiate terms and conditions with freelancers and agents.

• Ensure completion of relevant DBS checks and Chaperone Licenses. 
 
• Administrate the contract, ensure it’s in place, and ensure that the relevant union 

agreement terms are adhered to.

Skills Development and Sector Awareness

• Work with internal stakeholders to identify skills gaps with freelancers relevant to 
organisational practise and programme delivery.

• Working with internal teams and external partners where appropriate, support 
opportunities for reflection and feedback to identify opportunities for learning and 
professional development relevant to freelancers, including digital delivery, inclusion 
and sustainable production practices.

• Research and share sector intelligence and emerging practice with freelance 
practitioners.

Freelance Relationships and Networks

• Build and maintain positive relationships with freelance practitioners working with the 
organisation.

• Support the continued development of platforms that allow freelancers to contribute 
insight and feedback into organisational thinking, including through the Creative Advisory 
Group.

• Develop and maintain connections with regional and national freelance networks, 
partners and sector bodies.

• Encourage opportunities for collaboration, knowledge sharing and professional 
connection between freelancers themselves whilst working alongside us.



Quality, Compliance and Organisational Practice

• Support colleagues across departments to maintain clear and consistent approaches to 
working with freelancers.

• Work with Finance and People and Culture colleagues to support consistent processes 
relating to contracting, payment and compliance awareness.

• Help ensure freelancers receive relevant organisational policies and guidance required 
to undertake their work safely and responsibly.

• Support opportunities for reflection and learning following projects, encouraging 
constructive feedback and shared learning across teams.

Monitoring and Evaluation

• Support the collection of insights relating to freelance engagement across the 
organisation for continuous improvement in organisational practice.

• Monitor patterns of freelance engagement and report on freelance engagement, skills 
development and sector partnerships.

Organisation-Wide Responsibilities

• To demonstrate and promote our core values of Creativity, Impactfulness, Honesty, 
Kindness, Inclusivity and Bravery.

• To seek to advance Norwich Theatre’s vision “To make all of our Creative Experiences 
have wide reaching positive impact.”

• To ensure you are always an ambassador for Norwich Theatre’s mission: “We deliver 
creative experiences through Bold Theatre that speaks loud and clear, driving Social 
Impact that touches lives and communities, underpinned by Creative Endeavour that 
sees growth and change.”

• To comply with all Norwich Theatre policies including Safeguarding, Equal Opportunities, 
Health and Safety, IT, Data Security and Protection.

• To undergo any training necessary to fulfil the duties of this role and to develop its 
contribution to the organisation.



Person Specification

Criteria Essential Desirable

Experience 
and 
Knowledge 

• Experience in negotiating terms and 
conditions with freelancers and 
agents

• Experience of relationship 
management with freelancers in the 
arts

• Knowledge of UK Theatre 
agreements and industry working 
practices

• Experience of developing or 
improving processes and systems 

• Understanding of current challenges 
affecting freelancers and others 
within the creative industries

• Experience of monitoring, evaluation 
and reporting

• Experience in commercial and 
freelance contracts

• Up to date broad knowledge of 
the UK cultural landscape

• Experience of co-creation or 
collaborative programme 
development with freelance 
practitioners 

• Experience of working within a 
producing or theatre 
environment

• Knowledge of safeguarding 
procedures DBS requirements 
and safer working practices 

• Experience of coordinating 
projects, programmes or 
creative activity involving 
multiple stakeholders 

Skills • Excellent written, verbal and 
interpersonal communication skills with 
the ability to build positive working 
relationships with key stakeholders 

• Ability to influence and advocate for 
effective working practices 

• Strong organisational skills with the 
ability to prioritise workload and 
manage competing deadlines 

• Confident problem-solving and 
decision-making skills 

• Ability to manage sensitive information 
with professionalism and discretion 

• Budget monitoring and administrative 
coordination skills

• Experience of developing 
guidance, resources or 
communications for freelancers 
or creative teams

• Confidence in facilitating 
meetings, workshops and 
feedback sessions

Attributes • A commitment to fair, inclusive and 

supportive approaches to working with 

freelance practitioners 

• An interest in theatre, live performance 

and the wider cultural sector 

• Empathetic, approachable and able to 

build trust with a wide range of people 

• Proactive, adaptable and solutions-

focused 

• Calm, resilient and well-organised 

under pressure

• Commitment to sector 
sustainability 

This description is not exhaustive & may change to meet the needs of the organisation. The post 
holder may be required to perform duties outside of this as operationally required, but within 
reasonable scope of this role at the request of the relevant manager or director.
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