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OVERVIEW 
  

Founded in 1995, the Ark is a dedicated cultural centre for children born of a deeply-held belief in 
children’s right to art and culture as equal citizens within our society.  Our mission is to create 
opportunities for children to love and discover art as a fundamental part of their childhood, no matter 
what their background or gender.  Based in our architecturally award-winning home in the heart of 
Dublin’s Temple Bar, we commission, produce and present work for, by and about children, from the 
ages of two to twelve years old.  On an annual basis, up to 30,000 attend programmes at The Ark, 
including professional development training for teachers and artists. 

The Ark wishes to recruit a General Manager to lead and manage the operations, financial planning, 
governance, and HR functions of The Ark.  Reporting to and supporting the Director, the General 
Manager will be a key member of The Ark's senior team 

This is an exciting opportunity for someone who combines excellent organisational, planning and 
financial skills with an ability to manage and collaborate.  In addition to the overseeing the on-going 
operations, the General Manager will play an important role in delivering its current strategic plan 
which runs from 2017 to 2020.  While experience of the arts or cultural sector is desirable, it is a role 
where a person with the right skills, experience and engagement with the mission could transition 
from another sector. 

 

KEY JOB PURPOSE 
To lead and manage the planning and delivery of the day-to-day operations, the related financial 
planning, governance and HR activity.  To manage and develop the team of full and part time staff.  To 
support the Director and deliver projects as part of the strategic development of The Ark. 
 
KEY RESPONSIBILITIES 
 

Leadership and Management: 
• Lead and manage The Ark’s finance, operations, governance and HR functions to the highest 

level of efficiency and accountability. 
• Support the Director in financial planning, work planning, and strategic delivery. 
• Manage and develop the full time and part time team. 
• Manage relationships with key stakeholders including the Temple Bar Cultural Trust, contacts 

in government departments and funding agencies. 
 

Finance, HR and Governance: 
• Prepare the annual and programme budgets and other financial reports as required. 
• Ensure that the Human Resource practices and procedures are up to date and carried out to a 

high standard for the full time and part time members of the team.  
• Manage the recruitment of core staff, staff contracts, training and appraisal. 
• Prepare annual grant applications to The Ark’s annual funders. 
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• Assess and ensure The Ark’s compliance with legal, financial, statutory and child safeguarding 
requirements for the protection of the company, its employees, and for all members of the 
general public. 

• Manage the financial reporting as required by multiple funders including the Arts Council, The 
Department of Education and Creative Europe. 

• Work with Development and Advocacy Manager to identify new revenue streams and support 
The Ark's fundraising activities. 

• Contract companies, suppliers, artists and artistic partners on behalf of The Ark. 
• Act as the Company Secretary, coordinate and attend meetings of the Board, working closely 

with the Director and Chairperson.  
• Support the Director to co-ordinate risk management across the organisation. 

 
Operations: 

• Oversee the completion of The Ark’s Capital Project with assistance of the Production Manager 
and Finance Officer.  

• Oversee building and staff planning as required in advance of and during programme activity. 
 
Child Safeguarding: 

• Act as the company’s Mandated Person (Child Protection Officer) and maintain the company’s 
Child Safeguarding and Welfare Policies and Procedures in line with current guidelines and 
legislation. 

 
MORE ABOUT THE ARK 
The Ark is responsible to a voluntary board and has a core team of 8 full time staff including the 
Director covering the activities of operations, production, finance, creative arts, fund raising and 
advocacy, marketing and visitor services.  This is complemented by 2 Artists in Residence and up to 8 
part time and 2 project staff.  https://ark.ie/about/the-team  
 
The Ark is primarily funded by The Arts Council and the Department of Education and Skills as well as 
Dublin City Council. In 2018, The Ark became a partner in two European Cultural Projects, The Big 
Bang, and PUSH+. In 2018 The Ark is also the recipient of awards from The Department of Children and 
Youth Affairs, The Department of Justice Integration Fund, The Community Foundation, UNESCO and 
Science Foundation Ireland. The Ark Access for Schools programme is funded through corporate 
support and The Ark Opportunities Fund is supported by individual donors.  The current Ark Strategy: 
2017-2020 identifies four clear areas of strategic priority over the next four years, namely: excellence, 
engagement, sustainability and advocacy.  (More details on the strategy, https://ark.ie/about/the-
arks-mission). 
 
In addition to the programmes we deliver in our building in Temple Bar, we also work off-site and on 
tour in Ireland and abroad.  Through our work with leading Irish and international artists children can 
enjoy performances in our unique child-sized theatre, view engaging exhibitions or participate in 
creative workshops.  We also curate specific professional development opportunities for teachers and 
artists.  We work in partnership with others as artistic collaborators and regularly share our resources 
and knowledge with artists, educators and all those interested in child-centred arts practice. We also 
work with other like-minded organisations to advance children’s rights to art and culture as part of 
their learning and development. 

https://ark.ie/about/the-team
https://ark.ie/about/the-arks-mission
https://ark.ie/about/the-arks-mission
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The Ark was awarded a major capital grant of €260,858 for the enhancement of the building and facilities 
through the Department of Culture Heritage and the Gaeltacht and Temple Bar Cultural Trust. This work 
will be completed by Spring 2019. 
 
PERSON SPECIFICATION: 
The successful candidate will be able to demonstrate strong examples from their past experience 
highlighting that they have both the energy and enthusiasm for this role.  
 

Knowledge and Experience: 
• Experience and understanding of financial management and presentation including clear 

ownership of budget planning and management. 
• Experience of venue or operations management or an equivalent which involves the planning of a 

variable workload on an annual basis. 
• Experience of managing people and a practical insight into compliance with good HR practice. 
• Up to date knowledge of corporate governance. 
• Experience of crafting reports with a high standard of clarity and presentation for internal and 

external stakeholders  
• A minimum of 4 year’s relevant management experience. 
• Experience of being the point of contact for a range of stakeholders which could include clients, 

members of the public, suppliers etc. 
• Familiarity with the arts, children, charity or education sectors would be an advantage. 

 
Skills: 

• Leadership and people management skills. 
• Ability to think strategically and translate into effective action plans. 
• Financial and analytical skills for scenario and budget planning. 
• Strong written and verbal communication skills. 

 
Personal Attributes: 

• Positive, energetic and committed to the ethos, values and ambition of The Ark. 
• Ability to multi-task, prioritise competing demands and meet deadlines. 
• The understanding and confidence to exercise good judgement and decision making, mixing 

pragmatism with innovation. 
• Approachable, a good communicator who credibly represents their role internally and 

externally. 
• Someone who takes ownership and responsibility and works well in a small team. 

 
TERMS 
 

The role is based in The Ark at 11a Eustace St in Temple Bar, Dublin 2.  It is a 3-year fixed term 
appointment with a 6-month probationary period. There is a holiday entitlement of 20 days per 
annum, in addition to public holidays.  There are also 5 company holidays allocated on Good Friday 
and over the Christmas period. 
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HOW TO APPLY 
 

Before applying candidates are invited and encouraged to discuss the role with John Deely (Pinpoint, 
01 6425 721).  This is an opportunity to address any queries you have about the role, the scenario or 
the organisation.   
 
Following on from that, applications for the position should include a curriculum vitae and a covering 
letter outlining your interest in the role and relevant experience.   
 
Where relevant, include some data in the CV on your budgetary responsibility, reporting lines and your 
own people management responsibility. 
 
Completed applications should be sent by email only to John Deely at recruit@pinpoint.ie.  
 
Closing date for applications is Monday 1st October 2018 at 12 noon.  
 
Interviews will be held in Dublin on 11th October 2018.  It is up to short listed candidates to make 
themselves available on this date. 
 
The Ark is an equal opportunities employer.  All Applicants must comply with Garda Vetting requirements.  
 
In line with our data protection policy, we will only use the information that you provide for the purposes of 
this recruitment process. On completion of the process, your information will be securely retained for a 
maximum of 6 months before being erased. Late applications will not be accepted. 
 

 

 

mailto:John.Deely@pinpoint.ie

