


Renowned internationally and based in Liverpool, FACT inspires people with bold and
experimental projects and exhibitions exploring art, technology, science and society. FACT
nurtures a diverse future generation of artists, film-makers, creative makers, imaginists and
critical thinkers, and supports young people and emerging artists to gain confidence, skills
and experience that can pave the way to more productive and enriching futures.

WHO WE ARE

We are a friendly hard-working team of
30-40 staff from differing backgrounds
and experience levels, who share a
passion for film, art and technology.
People are at the centre of FACT and we
value all of the individuals that share our
story - the team, the artists and the
visitors. FACT is structured into teams -
Programme (Exhibitions & Learning),
Marketing & Communications,
Development, Operations & Visitor
Services and Finance - who work
collaboratively to deliver memorable
experiences for diverse local and global
audiences. We share our building with
Picturehouse, a separate company, who
operate the cinema and bar and with
whom we work closely to give visitors a
great experience.

WHAT WE DO

We aim to provide a world-class artistic
programme of contemporary art that
engages with digital culture, science and
new technologies. We create exciting
opportunities for people from diverse
backgrounds to participate in art, film,
and creative technology projects. Our
talent and skills development
opportunities enable young people and
emerging creative professionals to
develop their practices and careers.

We commission and produce artworks,
exhibitions, projects and events that bring
people together, physically and virtually,
from all over the world. We are committed
to becoming a carbon neutral organisation
by the end of 2021.
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VIBRANT LIVERPOOL

In 2003 we opened our award-winning
building that features three art galleries,
four cinema screens, a lab for learning
and experimentation, a café and bar.
FACT is situated in the heart of vibrant
Liverpool, close to all major transport
links. Each year we welcome 250,000
visitors to our building, and collaborate
with adults and young people through our
Learning Programme, which we deliver in
partnership with schools and community
organisations across the Liverpool City
Region.

BENEFITS

As well as being able to work with creative
people across an exciting and diverse
range of projects, we provide a number of
benefits to improve the quality of life at
FACT and at home.

❖ Private Healthcare Plan

❖ 24/7 Employee Assistance Help

❖ Extended Holiday Allowance

❖ Company Pension Scheme

❖ Enhanced Maternity / Paternity

❖ Training and Support

❖ Cycle to Work Scheme

❖ Discounted Travel Passes

FACT aims to recruit the person who is
most suited to the job and welcomes
applications from people of all
backgrounds and identities. FACT cares
about diversity in the workplace and the
sector and we are committed to building a
team whose representation reflects the
demographics of the North West with
respect to ethnicity, disability and other
protected characteristics. We particularly
welcome applications from candidates
who have Black, Asian or Global Ethnic
Majority heritage, who identify as
disabled, LGBTQIA+, and/or who are from
lower socio-economic backgrounds. You
can read our policy for Equality, Diversity
and Inclusion on our website
fact.co.uk/edi
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JOB DESCRIPTION

Job Title: Exhibitions Producer

Reporting to: Head of Programme

Location: FACT Liverpool, 88 Wood Street, Liverpool L1 4DQ / Home
working

Salary: £ 20,600 per annum

Hours of Work: 35 hours per week over 5 days (1.00 FTE). This may involve some
weekend and evening work and hours can be flexible to
accommodate this

Holiday Entitlement: 31 days in a full holiday year (pro rata), including bank holidays to
rise to 33 days after two years’ service

Pension: After 12 weeks’ permanent employment, FACT will auto-enrol you
onto the Company Pension Scheme.

Other Benefits: Medicash health and wellbeing package, 24/7 employee
assistance support helpline, training and development
programme, social activities and Cycle to Work scheme

Contract: Permanent contract

Probationary period: This post is subject to a six-month probationary period

Key application
dates:

Submission deadline: Sunday 6 February, 2022, at 17:00 GMT

Interviews: Week Commencing 28 February 2022

Interviews will either be held at FACT or virtually via Zoom

How to apply: FACT is an equal opportunities employer and welcomes
applications from people of all backgrounds. To apply, please
complete the following two forms:

● application form and upload your CV and Cover Letter
(maximum of 2 pages each)

● confidential monitoring form
Please label attached files as:
Your Name_CV/CoverLetter_Job Title
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Function of Post

The purpose of this new role is to provide support to the Head of Programme, Senior
Exhibitions Producer, and Studio Lab Manager to produce and deliver timely, high-quality
artists’ commissions and exhibitions. The role will work in close collaboration with FACT’s
Technical Manager, Public Programme Producer and Learning Team in the planning and
development of projects.

This will include liaising with artists to establish specific production support for projects,
coordinating logistics and scheduling for all exhibitions; preparing project and budgetary
information; organising documentation of exhibitions and events; collating content for web
and print communication; and overseeing a variety of administrative and production and
producing tasks for the department.

Key Responsibilities

Specific duties include:

● Support the Senior Exhibitions Producer, Head of Programme, Studio Lab
Manager and Technical Manager with the administration and production of
exhibitions, artists’ commissions, artists’ presentations, and other projects.

● Manage artwork loan requests, condition reporting, shipping, travel and
accommodation, scheduling, contracts, budget, timelines and invoicing, and
provide support to external partners.

● Contribute to the onward impact of FACT’s exhibitions and commissions,
developing an information package for each exhibition and following up
potential new locations.

● Ensure exhibition-related documents and information packs are up to date to
ensure smooth communications between FACT departments and with external
partners.

● Provide help, support and information to other FACT departments as a key
point of contact for programme delivery.

● Monitor budgets and maintain current records of spending in budget logs, and
support the reconciliation of project-related expenditure for monthly updates.

● Lead training and briefing sessions with the Visitor Services team, explaining
the concepts and details of exhibitions to help communication with audiences
and visitors.

● Responsible for regular checks of the galleries and liaison with the Visitor
Services team to ensure smooth delivery of the Exhibition programme and
timely resolution of any issues.

● Support the Public Programmes Producer to deliver events and create an
engaging, collaborative, and ever-changing programme that attracts a diverse
audience.
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The above is not exhaustive and the post-holder may be tasked with other duties as appropriate to
the role.

PERSON SPECIFICATION

Essential skills and experience

● Relevant experience or a strong interest in contemporary art and a desire to
work within this environment

● Proven administration and production experience within a similar setting
● Excellent time management skills, including the ability to prioritise multiple

tasks. The ability to deliver a high standard of work to tight deadlines
● A friendly and clear communication style with both internal colleagues and

external stakeholders.
● Strong organisational skills, with a methodical but flexible approach to duties,

and good attention to detail
● A team player, able to work efficiently, positively and creatively with colleagues

to achieve shared goals and FACT’s overall objectives
● Budget monitoring skills

Desirable skills and experience

● Experience of working directly with artists
● Interest in new technologies and how they might be brought into the arts
● An interest in creating memorable experiences for audiences

Key behavioural competencies

● Highly motivated with the initiative to make progress without close supervision and
the ability to take ownership and responsibility for own decisions

● Self-confident with the ability to work effectively with strong, assertive
personalities

● Able to remain effective, calm and friendly under pressure
● Flexible, hard-working and resourceful
● Willing to learn and continuously improve
● Able to demonstrate discretion, tact, diplomacy and confidentiality at all

times.
● Exemplary time keeping and reliability
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