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About us

National Centre for Writing (NCW) is a dynamic literature house for contemporary writing at the heart of England’s 
first UNESCO City of Literature. We’re a charity and company limited by guarantee, committed to exploring the 
artistic, social and place-making powers of creative writing and literary translation. Our work is focused on the ways 
we can support a flourishing and diverse ecology for writers and translators, and support and engage communities 
to tell their own stories.

About the role

We’re looking for a creative and skilled team leader and problem solver to lead our seven-person Programme team. 
We’re seeking someone who believes passionately in the transformative capacities of writing and translation and 
their power to bring people and communities together.

The Head of Programmes & Creative Engagement job is a portfolio role that oversees the delivery of our artistic 
and creative engagement programmes. These range from long term talent development work to international 
partnerships and exchanges, to schools and young people’s work in formal and informal settings around Norwich 
and Norfolk. Our work responds to the key strengths, needs and ambitions of our core audiences and we’re seeking 
someone who can balance the breadth of work we do with the depth of engagement necessary to ensure the writers, 
translators and communities we work with remain right at the heart of what we’re doing.

The successful candidate will bring energy, entrepreneurialism and demonstrable experience in at least one of the 
key areas of work in our Creative Engagement programme:

• working with young people in and out of schools
• community engagement, partnership development and co-curation
• adult learners of creative writing

National Centre for Writing, Dragon Hall (c) Hannah Hutchins
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The Head of Programmes & Creative Engagement will work closely with the CEO and Executive Director to ensure 
that the programmes we’re delivering meet our organisational aims, fulfil our purpose and achieve artistic, 
engagement and inclusion goals; with the Head of Communications & Development to ensure that the programmes 
are well resourced, well connected to our audiences and communities and that reporting is on time and funders kept 
informed; with our Head of Operations & Commercial to ensure the programmes make the most of our spaces and 
support the wider operational aims of NCW; and with our Head of Finance to ensure budgets are monitored and 
adhered to. The Head of Programmes & Creative Engagement will be able to support a highly functioning, cohesive 
team of people all committed to ensuring their audiences and communities get the most from what we do together. 

We welcome applications from within the literature sector or from any related arts, culture or third sector/user-
focused organisation in which programme management, team management, entrepreneurialism and creativity are 
cultivated. 

We can offer flexibility in terms of how the role might work for you and training and/or support depending on your 
needs and experience. 

Equal opportunities

National Centre for Writing is committed to equality of opportunity.  We actively encourage people from a variety of 
backgrounds with different experiences, skills, and stories to join us and influence and develop our working practice. 
By taking positive action around diversity (as permitted in the Equality Act 2010) we will guarantee interviews to 
eligible candidates who meet the essential criteria as outlined in the Person Specification who identify as having one 
of the following protected characteristics, currently underrepresented in senior roles in the wider cultural sector 
workforce as well as our own:

• Black, Asian or Ethnically Diverse
• Disabled and/or Neurodiverse
• Candidates from diverse socio-economic backgrounds as defined by household main earner occupation aged 14 

and secondary schooling aged 12-16

How to apply

To apply for the position of Head of Programmes & Creative Engagement please fill out our application form and 
equal opportunities monitoring form at nationalcentreforwriting.org.uk/get-involved/join-the-team along with 
the Personal Statement (maximum 1,000 words) and send to Amanda Salmon, Head of Operations & Commercial 
at amanda@nationalcentreforwriting.org.uk, who can also provide this information in an alternative format eg. 
Microsoft Word.

Closing date for applications: 10am, Monday 25 April

Interviews (remotely): week commencing Monday 2 May

If you would like an informal conversation to discuss this role further and find out more about our future plans, 
please contact Chris Gribble chris@nationalcentreforwriting.org.uk or Peggy Hughes 
peggy@nationalcentreforwriting.org.uk. 
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Position Head of Programmes & Creative Engagement

Accountable to Peggy Hughes, Executive Director

Responsible for Seven members of the current Programme Team (4.5 FTE) including an 
Associate Head of Programmes who runs our translation, international and 
residency programmes; four Programme Managers, a Programme Officer 
and a Programme Assistant.

Hours Standard hours are 7.5 per day to be worked between 9.00am to 
6.00pm. Some evening and week-end working will be required in order to 
fulfil your role successfully for which time off in lieu (TOIL) may be taken 
by agreement with the Exec Director and in accordance with the Staff 
Handbook. We offer flexibility in hours particularly around parenting and 
caring responsibilities. 

Leave Paid annual leave of 25 days per annum plus 8 public holidays.

Location NCW is located at Dragon Hall, 115-123 King St, Norwich, NR11QE.  We strive 
to create a flexible working environment in response to individual needs, and 
as a venue-based organisation, we expect employees to work at least 50% 
of their time from the office. We will review our policy as Covid-19 matters 
develop. Travel within the region, the UK and internationally likely will be 
required subject to Covid-19 guidelines.

Terms & conditions

Probation period Six months

Contract Full-time permanent post, with some flexibility around hours (see below) and 
home working.

Salary £37,856 - £39,703 per annum according to experience. 

Benefits include Contributory Pension Scheme (after successful completion of the 
probationary period); Season Ticket Loan Scheme; Cycle to Work Scheme; 
Equipment and support to work from home effectively; Training and 
development tailored to your level of experience.

Notice period Three months (one month during probationary period)
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Purpose of the role

The Head of Programmes & Creative Engagement will:
• Lead the Programme Team creatively and supportively to deliver a broad range of programmes aimed at 

fulfilling our organisational purpose
• Lead on one of the key areas of Creative Engagement (children and young people, community engagement, 

adult learners)
• Lead on the development and delivery of our artistic and creative engagement strategies
• Work with the CEO and Executive Director to develop new programmes in response to artist, audience, 

participant and community need
• Work with the Executive Director and Head of Communications & Development to evaluate the programme and 

ensure partners, stakeholders and funders are kept informed of our work
• Work with the CEO, Executive Director and Head of Finance to ensure the Programme Team works to budget
• Be an active contributing member of our SMT, working to ensure we meet our aims and live our values

Main responsibilities

Strategic
• Be a pro-active member of the Senior Management Team – contribute to the development and evaluation of 

the organisation’s business plan to achieve the mission and deliver against artistic and operational aims and to 
represent the Programme Team at senior level.

• To work with the CEO, Executive Director and the Senior Management Team to shape the artistic, learning and 
participation strategies to drive innovation and creativity; to increase the reach and diversity of audiences; to 

Job description
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generate revenue and to raise the profile and reputation of the organisation.
• Represent the organisation at internal and external events, acting as a spokesperson and advocate, building 

relationships with artists, audiences, stakeholders, funders and partners.
• Keep up to date with trends, policies and best practice in the field of literature, creative writing and translation.

Programming
• Work with the Programme Team to develop, deliver and evaluate artistic and engagement programmes of 

activity, setting achievable outcomes, targets and success measures and working within agreed budgets .
• Portfolio role / areas of work – seeking a candidate who can evidence a track record in one of the key areas of our 

Creative Engagement work: 
– children and young people
– community engagement
– adult learners

• Identify and nurture partnerships locally, nationally and internationally across the literature sector, education 
sector and wider cultural sector.

• Identify opportunities for generating revenue income from artistic activities.
• To work with the Programme Team and Finance Team to manage and monitor all programme budgets.
• To work with the Communications & Development Team to identify opportunities for fundraising and contribute 

to the preparation of, and reporting on, funding bids.

Team management
• Lead and manage the Programme Team ensuring that the programme is delivered to the highest standard and 

that deadlines and targets are met. 
• Oversee individual workloads and provide guidance and support including monitoring performance and training 

needs through 1:1s and supervisory sessions and carry out annual Performance Appraisals. 

Team working
• Work collaboratively with team members and other colleagues in order to meet organisational objectives.

Compliance and financial management
• Work with SMT to take part in annual budget setting and reviews and work with the Finance Team to manage all 

programme budgets.
• Prepare papers and reports in a timely fashion for SMT, the Board, funders and stakeholders as required.
• Carry out duties in accordance with appropriate internal and statutory procedures.
• Adhere at all times to NCW employment policies and procedures with particular reference to Health & Safety, 

Safeguarding Children & Vulnerable Adults, Equal Opportunities and Diversity, Confidentiality.

General
• Act as an advocate for NCW - its vision, its activities and its values - at relevant networks and meetings. 
• Undertake training as identified and agreed to ensure the ongoing effective delivery of the post, and where 

applicable, to undertake required training relating to your professional qualification.
• Undertake any other duties assigned by the Chief Executive or Executive Director which might reasonably be 

deemed to be within the status of the job and appropriate to the post. All duties must be carried out with due 
regard to confidentiality.
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Artform Knowledge • Can respond creatively to NCW’s vision and mission and support a 
holistic organisational approach to delivering that vision and mission.

• Engage with creative writing and translation across the organisation, 
with relevant applicable experience in either in learning and community 
settings, or professional and talent development (adults).

• Understands how arts/cultural organisations work, has an interest 
in literature if not direct experience within a specialist literature 
organisation, and can bring previous organisational, artistic and 
operational experience to bear of the challenges and opportunities for 
NCW.

Leadership and Management • A high level understanding of diversity, equality, access, inclusion and 
artistic excellence in the arts/cultural or a related sector; how these 
areas intersect within the context of Arts Council’s England’s Let’s 
Create strategy, and how to implement policies and strategic plans to 
implement them across NCW.

• Demonstrable capacity to support, develop and lead highly functioning 
teams, balancing commitment to organisational goals with personal 
development.

Strategy, Finance and Governance • Confidence and demonstrable capacity in strategic and business 
planning, financial management, development and income generation 
and operational oversight within the arts/cultural sector or a related 
field.

Communications Skills • Experience in building, cultivating and maintaining relationships, 
partnerships and key stakeholders across the arts, third and private 
sectors backed by confidence in negotiation.

• The ability to build consensus and tailor communications to stakeholder 
and other groups through clear and persuasive oral and written skills.
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Person specification

Implementation and Results Focus • Strong analytical skills to assess and break down complex programmes 
and strategies to organisational and team delivery plans while meeting 
organizational and individual targets and stakeholder expectations.

Adaptability and Flexibility • Can adapt behaviour and work methods to meet changing conditions, 
new challenges or new information and retains a focus on values and 
people at all times.



National Centre for Writing is supported by:

Spiegeltent audience at the City of Literature strand of Norfolk & Norwich Festival (c) Thom Law


