
 

Freelance Producer – Creative Bedfordshire  
Job Description 
 
Bedford Creative Arts are looking for a motivated and business minded self-employed individual to take 
over the delivery of Creative Bedfordshire, an established programme of business support events for the 
creative people and businesses of Bedfordshire, from June 2017 to March 2018. There will be a handover 
period June / July with first event delivery Sept 2017. 

 

Salary: £150 per day 
Hours: up to a maximum of 35 days spread across the contacted period 

Contract: freelance self-employed – June 17 to March 2018 

Reports to: Chief Executive 

 
About Creative Bedfordshire  
Creative Bedfordshire is an established creative industries business support programme, in the form of a 
network and supporting events that is joint funded by Central Bedfordshire Council and Bedford Borough 
Council. 

The primarily function of the network is talent development - to inspire, connect and promote enterprise in 
the creative industries across Bedfordshire by providing regular networking and professional development 
events. 

About you 
In this part-time role you will work autonomously, flexibly and primarily remotely. You must have a driving 
licence and to be available to deliver regular evening events. 

You will 

• Be a natural facilitator 

• Be a strong communicator who is comfortable talking with a wide range of people.  

• Have a sense of adventure about you and are not fazed by getting stuck into something new.  

• Work in the arts or run a creative business or act as an advisor to creative businesses 

• Be freelance, self-motivated and looking for an additional flexible project to lead and shape  

• Be driven to help individuals and small businesses across the arts and creative industries to 
showcase themselves, be enterprising, look for collaborations and use their skills to inspire others. 

• Able to build strong relationships with individuals and organisations 

• Strategic and capable of planning and marketing events that are relevant and engaging 

• Have experience of public speaking (or desire to develop that skill) as event host 

• Be full of ideas, and able to refine and priorities them 

• Have attention to detail. There is a requirement to gather information and report on participation 
and outcomes 



 

Role and Responsibilities 

 
The main function of the role is to manage and develop the relationships and events that enable the 
successful delivery of Creative Bedfordshire for Bedford Creative Arts.  

Key tasks 

 
• Produce and deliver Creative Bedfordshire networking events in Bedfordshire locations; Bedford 

Borough Council x 3 networking, Central Bedfordshire Council x 4 networking 

• Produce and deliver 1 dual council professional development event 

• Undertake 6 partnership development days (a minimum of 3 of 6 to be spent developing 
relationships with local Town Councils and Market Towns Regeneration Fund Programme) 

• Market each event through Eventbrite, and ensure effective print and social media distribution 

• Manage the Creative Bedfordshire Facebook group, Instagram and Twitter accounts 

• Collect membership data for each event to include demographic sheets and sign in sheets, and 
send that data to Bedford Creative Arts for monthly collation 

• Collect evaluation data via Survey Monkey 

• Create one Slideshare per event 

• Ensure all event invoices are sent to the Bedford Creative Arts administrator monthly 

• Ensure all activity documentation is uploaded to the Bedford Creative Arts server on a regular basis 

• Produce reports on all activity delivered as per funder requirements: light post event, plus more 
detailed bi-annual 

• Attend Central Bedfordshire Council x 1 networking June, Bedford Borough Council x 1 networking 
July, organised by existing producer, and one handover meeting between June and July. 

• Promote a positive approach to Health & Safety and appropriate working methods at all times. 

 

Support CEO with:  
 

• Strategic / business planning 

• Working as an effective team member, contributing to the development of the company as a whole 

 
Special Requirements 
The post holder/contractor will be able to work at home via web-based access when this is beneficial to 
productive working (and subject to the over-riding need to ensure that the office and studios are 
accessible). You should therefore be able to work confidentially and safely from home. 

 

 



 

Services for Bedford Creative Arts on a freelance basis.  

A probationary period of three months from issuing the contract applies. 

The contract will be reviewed annually in March, subject to confirmation of funding. 

 

How to apply 
In your letter of application tell us about your management, organisation and relationship building skills 
and interest in helping creative businesses of all shapes and sizes to work together and grow, and what 
specific or related experience you may have. 

Send this with your completed equal opportunities monitoring form and a CV (clearly marked with your full 
name) to: 

Alan Dodd: aland@bedfordcreativearts.org.uk 

Closing date for applications: 
12 noon – Tuesday 30th May 2017 

Provisional interview date: 
Tuesday 6th June 2017 
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About Bedford Creative Arts (BCA):  
 
BCA is a small contemporary arts organisation and charity at an exciting time of growth.  

BCA’s mission is to create transformative experiences and new possibilities through high quality 
contemporary art for everyday people, centred on the values of full engagement, inclusion and inspiration - 
based on the premise that art is an essential part of everyday life.  

We believe great art can enhance and transform people's lives and aim to innovate - produce original, 
imaginative, extraordinary, adventurous and often provocative art works and encounters in every day and 
unconventional places. We sensitively embed these in a local context across Bedfordshire and beyond, 
working in particular with diverse communities, specialising in building new participants and audiences 
where there is often a history of low cultural engagement; instilling a cohesive sense of place.  

We are fleet of foot and work peripatetically, explore genuine artistic collaborations and new ways of 
awakening and developing talent and fostering wellbeing with an array of new and long-standing 
stakeholders and partners: arts and non-arts agencies and charities; local authorities; funders; education 
and youth organisations; associate curators and producers; and regional, national and international artists, 
expert in deep socially engaged practice.  

BCA has existed for 31 years and is an Arts Council England National Portfolio Organisation. BCA is a 
limited company and a registered charity with an annual turnover of approximately £350,000.  

 
 
 


