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Welcome1

20 Stories High began its life 16 years ago as an organisation 
dedicated to making theatre with (and for) culturally diverse, 
working-class young people in many contexts and settings. We 
have gone through many changes over this time, adapting and 
evolving to meet the needs of audiences and participants in 
Liverpool and nationally. 


 


The events over the past 18 months have been a challenge for 
the wider cultural sector, and the individuals involved; We know 
how the pandemic has disproportionately affected many young 
people, people of colour and disabled people, therefore having 
a direct impact on many of our participants, audiences, and 
team members. We recognise and understand first-hand the 
barriers that exist as we begin to re-emerge in a changing 
world. Our focus is to support these individuals and groups to 
continue to engage with equitable creative opportunities in a 
way that feels safe and inclusive. 

Thank you for your interest in the role of 
Finance & Operations Manager.


20 Stories High are now embarking on a new chapter: 
exploring what our role is within the theatre sector, co-
creating with participants and emerging artists, as well 
as experienced theatre-makers. We are exploring what 
theatre and participatory projects look like in different 
spaces, pushing ourselves creatively, redefining what it 
means to be an activist organisation, and placing 
wellbeing at the heart of everything we do. 


 


We are looking for an experienced Finance & 
Operations Manager, someone who shares our values, 
mission, ambition and is committed to working with 
young audiences and participants.
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ABOUT 20SH

VISION

Founded in 2006, 20 Stories High has established itself as 
one of the UK’s leading young people theatre companies. 
We are part of the Arts Council Englands’ National Portfolio 
of funded organisations, are a registered charity and have 
won a series of prestigious awards and commissions.

20 Stories High endeavors to create a world where culturally 
diverse, working-class young people and young adults' 
voices are equally valued, seen and heard by the most 
diverse audience possible. We believe that “everybody's got 
a story to tell... and their own way of telling it…”

MISSION
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To make theatre and art with and for underrepresented 
young people/young adults, emerging artists and world class 
professionals. To create bold, heartfelt, and unique theatre 
experiences that enable social change. Collaborating with 
young people & young adults to develop the stories they 
want to tell through the artforms they own and want to see.

 To offer excellent participatory experiences allowing 
access for all

 To train, develop and collaborate with the next generation 
of theatre makers

 To produce and tour new theatre, for diverse audiences - 
locally, nationally and internationally, in a variety of 
imaginative community spaces, and venues


20 Stories High value… Equity, Wellbeing and Activism


Our 3 Strategic aIms

VALUES



The Finance & Operations Manager will lead on the management of the organisation’s Finance, HR, 
Health & Safety and Operational systems, as well as maintaining relationships with funders. 



It is important to us that the Finance & Operations Manager shares the company’s values, and is 
committed to contributing to our developing practice in terms of both wellbeing, environmental 
responsibility and EDIA (Equity, Diversity, Inclusion and Activism). The Finance & Operations 
Manager will take a lead on ensuring our commitment to wellbeing, EDIA and sustainability is 
embedded in our policies and systems. 


Our 2023 Programme includes

 Youth Theatre: weekly creative workshops for 14-21-year-olds, leading up to a summer show in 
July 2023 at the Unity Theatr

 LOOPS, North West Touring Show: a brand-new Hip-Hop Theatre show touring to community 
spaces and theatres, co-produced with Liverpool Everyman + Playhouse, bursting with heavy 
beats, beautiful lyricism, and raw energy.

 High Times & Dirty Monsters, National touring show: co-produced with Graeae and Liverpool 
Everyman and Playhouse created with and for 13-30 disabled, Deaf, neurodivergent and non-
disabled participants and audiences.

 Outreach: specific workshops/projects working with local young people and communities, 
sometimes linked to youth theatre, shows or other programme area

 Professional Development (18-30s): professional Development Programme for future theatre-
makers and artists working with local emerging artists

 18-30s Creative Community: workshops, socials and performance opportunities

 Research & development: Associate Director’s new touring show for 2024

 Power Up! Equity, Diversity, Inclusion and Activism programme: staff/board training, partnership 
working, conversations/workshops/events with young people, artists and our community - that 
feeds into our ever-evolving EDIA action plan, activism and overall mission of the compan

 Future Collective: 20SH young advisory group and programme of activity

 New Chapter: National conversations with young people exploring the future of theatr

 Digital: Sharing of  20SH films alongside conversations/workshops with young people live and 
online

 State of Mind: placing wellbeing within everything we do - sharing learning, disseminating 
resources, projects. 
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a.  THE PROGRAMME



It is important to us that the lived experience of our team accurately and fairly represents our 
participants, audiences and communities we serve. We strongly believe in having a diverse team, 
and we specifically welcome applications from candidates from the following groups, which we 
believe are underrepresented in our workforce and in the wider cultural sector:



 People of African or Caribbean, South Asian, East or Southeast Asian, or mixed heritage, or 
other people of the Global Majority

 D/deaf and/or disabled candidate

 Neuro-divergent candidate

 Candidates from working-class background

 LGBTQIA+ candidates



* This includes but is not exclusive to people of Middle Eastern, Arab, Latinx, Jewish, Romany 
and Irish Traveller heritage.


b.  INCLUSION AND REPRESENTATION
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JOB DESCRIPTION
The Finance & Operations Manager is responsible for the overview, management and smooth 
running of 20SH's organisational, financial, HR and Health & Safety systems, working in 
collaboration with the Co-CEO/Executive Director and Administrator.

 

The Finance & Operations Manager reports to the Co-CEO/Executive Director, line manages the 
Administrator and works closely with other staff, freelancers and young people.

Responsibilities 


Artistic Vision and Programm

 Feed into the development of the vision of the company as part of the business planning 
proces

 Attend shows and other programme activities as agreed, proactively engaging with the work, 
audiences/participants where possible

 Engage with young people who are part of 20 Stories High programme


Financial:


To take the lead, manage and have the overview of 20SH finances, working in collaboration with 
the Co-CEO/Executive Director, supported by the Administrator, including:

 Ensuring the effective and timely management of the processing, recording and security of the 
day to day finances of the company in line with the Financial Controls Policy

 Creating and managing organisational and project budget

 Producing financial reports for 20SH Board, Finance Sub Committee and stakeholders, 
working with our accountants on the production of annual accounts/audi

 Leading on HMRC matters including Theatre Tax Relief, Gift Aid et

 Liaising with contractors and suppliers on financial matter

 Ensuring banking is undertaken on a regular basi

 Lead on communication and reporting back to funders and donors

 Feed into and lead/co-lead elements of the income generation strategy, actively seek income 
generation opportunities

 Co-lead the development of specific fundraising applications 


Operational Management


To take the lead, manage and have the overview of 20SH operational systems, HR, evaluation 
and monitoring, supported by the Administrator, including

 Office and premises; information technology; GDPR; telephones; equipment; office supplies; 
hires, ensuring that all are kept fully operational, secure and in good working order and team 
have what they need in the space to do their best work 
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 Ensuring all necessary insurances and licenses are in place and updated regularl

 Having an overview of 20SH suite of Policies, ensuring these are updated in a timely fashion 
and in-line with EDIA, wellbeing and sustainability commitments and pledges

 Ensuring the Board and Sub-Committees are communicated with effectively and that members 
have the information they require to make informed decisions


Human Resources and Legal Requirements:


To take the lead, manage and have the overview of 20SH Human Resources and all legal 
requirements, supported by the Administrator, including:

 Keeping abreast and have up to date knowledge of legislation and best practice within the 
creative sector/companies/charities, to feed into 20SH policy development, staff and Board 
knowledg

 Having an overview of 20SH’s Health and Safety Policy requirements procedures and reportin

 Ensuring all staff contracts are in place and reviewed, as necessar

 Overseeing compliance and processing of all DBS and Safeguarding forms and license

 Leading on required staff training, appraisals, risk assessments

 Leading on the embedding of any wellbeing and access requirements within the workplace, 
including access to work and occupational health

 Ensuring all HR records are kept updated, as require

 With appropriate staff, leading on 20SH recruitment and selection processes with necessary 
induction


Sustainability and Developmen

 Develop and maintain positive relationships with a range of partners and stakeholder

 Contribute to the development and delivery of the Business Pla

 Feed into the drafting of the 20SH fundraising plan to create a financially resilient organisatio

 Keeping abreast of national and international developments appropriate to 20SH development, 
sharing knowledge as necessar

 Leading on all record keeping of all data relating to audience, participation and other activities 
required for reporting to funders and Board

 Work with the 20SH team to

 Advocate for cultural diversity, social inclusion and young peoples’ voices in theatr

 Ensure 20 Stories High’s work is as accessible and inclusive as possibl

 Ensure well-being and positive mental health are at the centre of the company’s practice


General


The core staff team at 20SH is small and there is an expectation that all staff members will take a 
hands-on role and work together to successfully deliver the programme, with individuals 
undertaking and being responsible for the administration for company business and projects as 
required. 
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Person Specification
ESSENTIAL

DESIRABLE
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Knowledge, skills and experienc

 Two years relevant experience of managing an organisation‘s finance

 Demonstrable ability to manage the company finances, including: preparation of management 
accounts, reconciliations, budgets, cash flow, invoicing, use of accounting software and 
creating required report

 Experience of working with a range of funding bodies and income stream

 Knowledge of managing Human Resources including employers’ legal responsibilitie

 Excellent administration, office and IT skill

 An understanding of diversity and equality in their broadest senses, and in particular an 
understanding for the creative case for diversity in the arts

 Experience of managing staff, freelancers and/or contractor relationships



Personal Qualitie

 Excellent communication, interpersonal and presentation skill

 High motivation, a good team player with a flexible approach to wor

 Good organisational and time management skills and the ability to work to strict deadline

 An ability to act as an advocate and represent the organisation and its value

 An openness to working and engaging with young people

Knowledge, skills and experienc

 Experience of contracting, negotiation and co-producin

 Experience of working in theatre administration

 Management experience within a small-scale arts organisatio

 An up to date knowledge of the arts, specifically in the U

 Knowledge of environmental issues in the arts with a willingness to increase learning



Genera

 The Finance & Operations Manager will be expected to develop an in-depth understanding of 
the artistic policy, programming, participatory policy, audiences and venues of 20 Stories Hig

 The Finance & Operations Manager will be expected to work in line with the current 
management values, ethos and objectives



Terms & Conditions
Hours of Working: 22.5 Hours - Part-Time 0.6 FTE (with some evening and weekend working hours)

 

Contract: Permanent

 

Annual Salary: £29,000 - £31,000 (pro rata)

 

Annual Holiday: 15 (25 days pro-rata)

 

Flexible working: 20 Stories High is open to flexible work requests. 

 

Responsible to: Co-CEO/Artistic Director 

 

Relocation support of £500 will be available if needed.

 

20 Stories High offers a package of benefits including flexible working hours, hybrid office/home working, 
time off between Christmas and New Year and a staff wellbeing package including occupational health and 
wellbeing support. For more information about the benefits of working at 20 Stories High please do get in 
touch.
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HOW TO APPLY
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We are committed to inclusive working practices and ensuring equal access. This pack is 
available in a range of formats including audio, large print, and screen reader compatible 
versions. If you have a more specific formatting requirement, please let us know and we will try 
our best to provide this for you. 

 

For those interested in applying, we will be holding an informal group zoom meeting so you can 
meet the company and find out a little bit more of what we do, who we are and why we do it. An 
opportunity for you to ask questions about the role or the process. This will take place: Thursday 
17th November  5.30pm - 6.30pm. 

 

Please email amy@20storieshigh.org.uk if you’d like to attend. 



To apply for this role, please send the following

 Application form, 

 An up-to-date CV



Alternatively, we welcome applications in video/audio format and BSL – please send a film/audio 
file answering the questions within the application form (no longer than 15 minutes).

 

If you have any additional access requirements to complete the application, please let us know 
and we will support this. 


available here

Please send your application to:

Amy Thompson, Administrator. 

20 Stories High, Toxteth TV, 37-45 Windsor St, Liverpool, L8 1XE


0151 708 9728





Recruitment process timeline



Application Deadline: 9am Thursday 8th December 2022. 

Shortlisting: Successful applicants will be invited to a recruitment day by Monday 12th 
December 2022.  

Recruitment day will be held: Thursday 15th December 2022 at 20 Stories High’s office, 
Toxteth TV.   



If invited to interview, we will ask you about any access requirements you might have at 
each stage of the process (e.g. BSL interpreter, wheelchair access, additional breaks, 
dimmed lights, interview questions in advance). We can also cover any travel expenses. 

 

Thank you, we look forward to receiving your application.


amy@20storieshigh.org.uk


https://www.20storieshigh.org.uk/finance-operations-manager-recruitment-2022/
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