
 

 

 

 

 

Programme Manager  

Job Description 



 

GLASGOW FILM/ 

Information for applicants: Glasgow Film  
Programme Manager 
 
June 2018 

Dear Applicant, 

Thank you for your interest in our post of Programme Manager at Glasgow Film. 

In this pack, you’ll find some background information about Glasgow Film, along with 
more detailed information about the role, a job description, a person specification, 
and broad terms and conditions. 

If you’d like to apply for the post, please download the application form and the equal 
opportunities monitoring form from our website 
http://www.glasgowfilm.org/theatre/information/vacancies.   

Please refer to the job description and person specification in your application, telling 
us why you are interested and what skills and experience you would bring to the 
organisation. In addition to the application form and our equal opportunities 
monitoring form please submit an up-to-date C.V. and cover letter. 

Completed applications should be addressed to Caroline Rice and emailed to: 
Vacancies@GlasgowFilm.org  Please note that, in line with our environmental policy, 
we are only handling applications electronically. The closing date is 10am on 6 July 
2018.  We will confirm we have received your application by  
e-mail. 

We hope to hold interviews on Tuesday, 10 July 2018.  Please let us know, in your 
cover letter, whether you would be available for interview on that date so that we can 
be aware, in plenty of time, if we need to make alternative arrangements for any 
short-listed candidates. 

If you need more information before you apply, please contact us by emailing 
Caroline Rice at vacancies@glasgowfilm.org  

We look forward to hearing from you and thank you again for your interest. 

Yours truly 

 

Allison Gardner 
Programme Director/Festival Co-Director 
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About Glasgow Film/ 

Our Mission: 

Glasgow Film is a national centre for film and moving image media where 
audiences and filmmakers experience and debate cultural practice and ideas 
through diverse, unique and quality programmes that transform the way 
people see the world, through film.  

Quality programming, engagement and learning are central to the ethos of 
Glasgow Film. We aim to create excellent, accessible and innovative moving 
image programmes and creative learning opportunities around film for all age 
groups. We want to enable people of all ages and backgrounds to experience 
a diverse film programme with the potential to intersect with their lives in 
meaningful and inspiring ways.  

Glasgow Film is... 

• The GFT, Glasgow’s centre for film-lovers. Glasgow Film Theatre has been 
leading the way in specialised cinema for over 40 years. Our three screens 
show 100% specialised titles, 1st run world and independent cinema, artists’ 
experimental work, issue based programmes, thematic seasons, repertory 
programmes, Scottish produced work, festivals, and a programme of event 
cinema and live broadcast.  

• Glasgow Film Festival (GFF) established in 2005, has become the launching 
pad for the best of international and Scottish cinema and is recognised as one 
of the top three film festivals in the UK. GFF presents a unique programme 
including feature films, industry workshops, special events and work for 
children and families. Our approach is 'up close and personal' where 
audiences and creative industry practitioners get the opportunity to meet 
filmmakers from around the world.  GFF also presents a week-long GFF 
Schools Week and produces the Glasgow Youth Film Festival (GYFF) one of 
the most innovative youth film festivals in Europe. Programmed by young 
people, it presents an outstanding range of international films and creative 
workshops for young people across the city. 

• Glasgow Short Film Festival, Scotland’s leading short film event, champions 
new film talent by providing an annual showcase and meeting point for new 
and established Scottish and international filmmakers, industry delegates and 
the local audience. An intense five days of competition screenings, unique 
special programmes, workshops and live events showcasing the most exciting 
short form moving image content. 

• Glasgow Film’s Engagement and Learning programme works across all of 
Glasgow Film, both physically and virtually, and working with schools, 
colleges, universities and the community, aims to provide and nurture creative, 
inspiring, informative and participative public engagement and lifelong 
learning opportunities around cinema and the moving image. 



 

Overview of role 

 
Glasgow Film Programme Manager Terms and Conditions 

 
 
Employer:   The Glasgow Film Theatre Ltd 
 
Salary:  £30,000 (subject to review in Q4 2018) 
 
Term: The post is offered as a full-time permanent post subject 

to successful completion of a 3 month probationary 
period with monthly assessments 

 
Hours:  37 hours per week on average and as necessary to fulfil 

the scope of responsibilities within the post. This will 
involve some weekend and evening work and hours can 
be flexible to accommodate this 

 
Holidays:  20 days per year plus 11 currently recognised bank/public 

holidays  
 
Notice Period:  During probation 1 week, after confirmation of post 2 

months for both employer and employee 
 
Pension: This position will be part of Glasgow Film’s auto 

enrolment pension plan 
 

Other benefits: Staff membership benefits: subject to 
availability - free entrance to GF events, 2 free guest 
tickets per month 

 
Right to work:  The successful applicant will be required to provide 

documentation under the Immigration, Asylum and 
Nationality Act 2006 

 
References: Offers of employment are subject to the receipt of 

references that are satisfactory to Glasgow Film 
 
Start date:  The post is available immediately 
 
 

Glasgow Film is an Equal Opportunities Employer and as such positions will 
be offered to the candidate with the required skills for the post and without 
consideration to a candidate’s race, colour, ethnic origin, nationality, national 
origin, religion or belief, sex, sexual orientation, gender reassignment age, 
marital or civil partnership status or disability. 
 

 
 
 



 

JOB DESCRIPTION: Programme Manager 
 
Responsible to: Programme Director 
 
Responsible for: Public Engagement Coordinator, Children & Young 
People’s Coordinator 
 
Staff Structure: See attachment  
 
Purpose of post  
In partnership with the Programme Director: 

 The delivery of an extensive and diverse cultural programme including 
independent Scottish and international film that engages different 
audiences 

 Programming the GFT’s three cinemas with a varied section of new 
releases, classics, special events and retrospectives 

 Play a leading role in the delivery of Glasgow Film Festival 

 Manage the Programme Team and its’ work in community engagement 
and learning 

 Ongoing development of the GF programming policy to tie in with GF’s 
strategic aims and priorities 

 Maintaining a balance of programming 

 Enhancing and developing productive relationships with partners and 
stakeholders 

 Ensuring GF operates to the highest standards of cinema provision 
delivering an exemplary cinema experience to patrons 

Responsibilities and Duties 

Programming 

The Programme Manager will work with the Programme Director to ensure 

that GF delivers a diverse, critically engaging and distinctive programme of 

film exhibition. The Progamme Manager will be expected to: 

 Generate, develop and lead on ideas alongside the wider programming 
team, making decisions as necessary to ensure a diverse, critically 
engaging and distinctive programme of film exhibition 

 Source rights and print for films within GFT and GFF’s programmes, 
negotiating terms and booking films as necessary. 

 Develop integrated programming for the public by overseeing the 
programmes and work with the Programme Team learning and 
engagement staff 

 Develop opportunities for critical engagement through facilitated talks, 
debates, courses and various events 

 Be responsible for the overall cinemas calendar and schedule and for 
liaising with internal and external programmers 

 Plan, manage and deliver events 



 

 Represent GF on panel discussions, events, film introductions, Q&As 
etc at GFT and elsewhere 

Relationships 

 Build and maintain relationships with external suppliers such as 
distributors, sales agents, filmmakers, transport companies, technical 
companies, etc.  

 Work with the Programme Director on developing relationships with the 
Scottish and UK filmmaking community 

 Manage the Programme Team 
Technical 

 Work with the Technical Manager on ensuring high cinema provision 
levels are constantly maintained 

 Work with the Technical Manager on print transport systems and 
procedures 

 
Communication and Public Affairs 

 Champion the consideration of audience, development and 
engagement in relation to GF programming and public affairs 

 Work with the Programme Director and Marketing Manager  in 
observing and responding to audience trends and our own audience 
data  

 Facilitate media requests for interviews etc that help promote GF’s 
various programmes and events 

 Work with the Marketing Team on the production of marketing 
materials including leading on film copywriting  

 Work with the Marketing Manager and Programme Team on audience 
development initiatives to increase public participation in activities and 
ensure that GF’s objectives and activities are communicated effectively 
to the public and key stakeholders  

 Work with staff across the organisation to ensure that excellent 
customer service experience is delivered on a consistent basis 
 

Finance and Operations 

 Work closely with the Programme Director and Senior Development 
Manager in identifying funding opportunities and making funding 
applications for programmes, seasons and events. Liaise closely with 
the Development Team to ensure deadlines are met 

 Ensure that financial resources are managed in a productive manner 
and within budget 

 Ensure that when ordering goods or services that Glasgow Film 
Purchase Orders are created 

Reporting  

 To the Programme Director, Executive, Board and other members of 
the Senior Management Team on programme matters as required. 

 Support external evaluators as required 

 Manage cultural reports for our major funders, collating information 
throughout the year and completing reports as needed  

 



 

Other 

 To fully participate in company meetings and events when required 

 To attend relevant training as and when required 

 You will be open to working with dedicated and vision-led teams and 
have a commitment to ensuring Glasgow Film maintains an inclusive 
and positive organisational culture. 

 To undertake occasional evening, weekend and public holiday duties 

when required by the programme. 

 To work within and encourage the company’s Environment and 

Sustainability objectives and policies. 
This job description describes the principal purpose and main elements of the 
job at but is not intended to be all-inclusive. The post holder is expected to 
work flexibly and respond positively to changing business needs at this time. It 
is a guide to the nature of the main duties as they currently exist  
 
Person Specification 
 
Glasgow Film requires that candidates be able to demonstrate strong 
examples from their past experience highlighting that they have both the 
capability and desire for this role. Specifically, it is seeking someone who has: 
 
Experience and Knowledge 
 

 Significant programming experience including at least three years 
working at a senior level 

 An excellent and comprehensive knowledge of all types of film 
including art-house, independent American and European, Scottish, 
UK and world cinema 

 Proven experience and success in devising and implementing dynamic 
and engaging cultural cinema programmes 

 
Personal Qualities/Attitudes 
 

 Possesses the flair and creativity to identify and frame cohesive 
programmes in collaboration with the Programme Director and the GF 
teams and partners 

 Strong people management skills and ability to lead and manage the 
Programme Team and foster a positive culture and environment 

 A natural capacity to facilitate productive relationships with external 
partners in cultural agencies, education, and corporate 
supporters/sponsors 

 Someone who combines vision with the ability to make things happen 

 A track record of working to budgets 

 Strong organisational skills and ability to work to tight deadlines 
 

 
 
 
  


