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Introduction from 
the Chair
Dear Candidate, 

Thank you for taking time to apply for the position of Chief Executive Officer of Dance Base, the home of dance in 
Scotland. 

One of the things that makes me proudest to sit on the Board at Dance Base, to chair that Board, is to be a part of an 
organisation that can do so much, in so many directions.

To some, Dance Base is best known as performance venue in the Edinburgh Festival Fringe, but throughout the year, 
we operate an incredibly broad portfolio of dance-focused projects. Dance performances are an ever-present aspect 
of our programme, with weekly showings from professional companies in residence, and professional dance show-
cases in Spring and Autumn, but outside of the festival month of August, the venue looks very different.

One of the main functions Dance Base serves is as an international dance house, providing residency space for artists 
and a wealth of mentoring and support to help artists and companies to develop their work.

Alongside that programme of professional development, Dance Base also offers an extraordinary volume of classes 
for people of all ages and all levels of dance experience – over 140 classes per week, with a focus on being inclusive. 
And beyond that, Dance Base also works in the community, with an array of participation projects that demonstrate 
the extraordinary value dance has for individual and collective health and wellbeing in Scotland.

Our participation team work throughout the year with the Royal Hospital for Children and Young People, with young 
carers, with disabled people, with people living with dementia, and with young people not in employment, education 
or training. Furthermore, as part of a national project in partnership with Scottish Ballet, we are setting up hubs in cit-
ies across the country for Dance for Parkinson’s Scotland, supported by the Paul Hamlyn Foundation. This is a project 
which brings tremendous benefits to people with Parkinson's – physically, mentally and socially, aiding mobility and 
improving overall feelings of wellbeing.

The problem with representing an organisation that does so much, with describing our venue and organisation, is 
what we would miss out. Key to our operations are our extraordinary staff, who are the heartbeat of our company; on 
a daily basis, they over-deliver to our participants, customers and supporting partners, and all of our work is under-
pinned from a creative point of view by our nationally and internationally respected Artistic Director, Morag Deyes 
MBE.

Dance Base is a major contributor to the business of creativity in Scotland along with the creative balance sheet that 
motivates and drives our organisation, which is made up of many components. If appointed it would be your remit and 
responsibility to drive those collective components forward to maintain and significantly add to that balance sheet 
value.  

Edward A Crozier, Chair of Dance Base
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The Business
As a National Centre for Dance, we offer a vibrant and uplifting focal point which reaches out and inspires well-being 
and creativity, and cultivates a future for dance in our local and national communities.

Mission Statement

Dance Base encourages and celebrates the potential for dance in everyone

The Vision

• More people dancing from all 
areas of the community

• Continuously improving 
standards of professional dance

• Dance as part of our lifestyle, 
breaking down cultural barriers, 
and helping people to be 
healthier, happier and to have 
fun

Core Aims

• To provide accessible, enjoyable and diverse artistic programmes of 
the highest possible quality for dancers of all ages and abilities that 
increase physical, emotional and creative wellbeing in all participants 
and performers

• To ensure that all Dance Base activities take place within a safe, well-
managed environment

• To expand audiences for dance, and increase public and media 
awareness of Dance Base’s professional and community activities as 
the National Centre for Dance in Edinburgh

• To source and manage the finances of Dance Base in an efficient, 
transparent and professional manner

Dance Base began its mission to encourage and celebrate the potential for dance in everyone in 1994 and since 
then has consistently striven to get more people dancing. In 2001, the organisation moved into its current, inspiring 
venue in the Grassmarket, designed by Malcolm Fraser Architects. Dance Base is a unique resource for dance in 
Scotland, with four studio spaces, each designed to have its own individual character.
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Programmes
Dance Base currently operates two main programme strands under the leadership of the Chief Executive and of the 
Artistic Director Morag Deyes MBE.

Community programme - for people of all ages and abilities accessed through:

• weekly public courses and drop-in classes  
• classes and showcases for people who would not otherwise access the public classes, both at Grassmarket 

and in other settings
• one-off events and projects involving non-professional dancers

There are more than 140 public classes each week for three terms a year (36 weeks in all). Classes and special one-
off workshops are taught at all levels from absolute beginner to advanced and for every age from 12 months old to 
people over 60. Classes can be developmental courses or drop-in sessions and Dance Base takes pride in offering 
high-quality experienced professional teachers in world-class studios at accessible prices. Around 2,500 people 
attend classes at Dance Base each week and the number continues to grow.

The Dance Base Participation Team also continues to reach out and expand links into other sections of the commu-
nity involving participants who would not readily access the public classes programme owing to physical, financial 
or social barriers.  For example, these can be youth groups of young people excluded from mainstream activities 
and education, people of all ages with physical and/or educational additional support needs, elderly and pre-school 
groups, referrals from the local authority social services and education departments. Dance Base involves around 
1,500 participants through these programmes each week.

The key overheads needed to deliver and manage this arm of our community dance work are core-funded by an 
annual grant from the City of Edinburgh Council. The various additional ring-fenced projects tend to be financed 
from Lottery funds, trusts and foundations, such as BBC Children in Need and government initiatives such as Cash 
Back for Communities, of which one strand is administered by Creative Scotland as Creative Identities. Dance Base 
was also the Edinburgh hub for Get Scotland Dancing, a Commonwealth Games 2014 Legacy project. These project 
funds enable us to work with people of all ages throughout the city in mainstream schools, special schools, commu-
nity settings and leisure centres.

To supplement the sustainability, extent and diversity of the projects and activities created around or from these 
separate programmes Dance Base also relies heavily on income received from individual donors and fundraising 
initiatives and events which allows unrestricted funding to be allocated across the Community Programme.
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Professional Programme

Professional dancers and companies are supported with classes, workshops and studio time. Dance Base offers 
72 weeks of studio time, in two studios, for professional residencies each year, where individuals and companies 
develop their practice and work in a supported environment. Dance Base also offers support, advocacy, resources, 
office facilities and treatment for professionals.

During the Edinburgh Festival Fringe in August each year the principal studio is converted into a 72-seat studio 
theatre. Artistic Director Morag Deyes curates the programme of Scottish, UK and international dance companies, 
reflecting a wide variety of contemporary dance styles of the highest standard. Around 12 professional companies 
are seen by up to 10,000 people over 21 days. 

Catalyst Dance Management works with particular focus on the professional development of artists, with a focus 
on building networks and seeking creative partnerships, advice on budgeting and financial issues, assistance with 
negotiations between venues, companies and co-producers, advice on company management, contractual issues 
and setting up administrative systems, international working, and creative and strategic planning. Catalyst provides 
in-depth support and mentoring to the six Dance Base Associate Artists, as well as providing advice surgeries to the 
professional dance community at large.

Special Projects – Dance Base actively seeks to collaborate with local, national and international partner organisa-
tions, festivals, dance companies and individual choreographers. We strive to initiate, promote and present profes-
sional dance through as many opportunities as we can engage with. This means that our annual artistic programme 
is able to be both diverse and reactive which, in turn, keeps the organisation at the forefront of professional devel-
opment.

Creative Scotland support the core aspects of the professional programme.

Current programme information can be downloaded from dancebase.co.uk.



Role Profile
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Job Description
Chief Executive
Job Purpose

The Chief Executive is responsible for the overall leadership and for guiding the strategic direction of Dance Base.

The Chief Executive is responsible for the development, implementation and management of Dance Base’s strategic, 
financial, commercial, and operational activities. 

The Chief Executive is responsible to the Board of Directors of Dance Base Ltd

Line Work Responsibilities

Currently, the following post holders are directly responsible to the Chief Executive:

• Artistic Director
• General Manager
• Head of Finance
• Head of Catalyst
• Participation Manager

Through these staff, the Chief Executive has overall responsibility for all other staff.

Chief Executive Principal Responsibilities

• Clear leadership of Dance Base and ambassador for the organisation: outward facing, dynamic, diplomatic, 
promoting diversity, fostering a welcoming environment for everyone from babies and pre-schoolers to people 
over 60 – dance is for everyone

• To take responsibility for the overall leadership and management of Dance Base, and to maintain effective and 
professional relationships with the Dance Base staff

• To deliver an annual programme of operational and artistic excellence which clearly reflects Dance Base’s 
strategic mission, aims, policies, and objectives

• To oversee the Programming Team and the Participation Team’s curation and delivery of the Professional and 
Community Programmes, along with the work of Catalyst

• To take overall responsibility for and oversee the operational management of the Dance Base premises

• To oversee the strategic development of the Dance Base Marketing and Communications plan, and all press 
and PR activities
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• To oversee the strategic development of the Dance Base Development and Fundraising plan and work directly 
to expand and direct the organisation’s fundraising efforts

• To oversee the development and management of personnel and Human Resources at Dance Base

• To ensure sound financial management of Dance Base – involving the preparation and monitoring of all 
budgets relating to the professional and community programmes, special projects, operational, marketing and 
capital income and expenditure of Dance Base

• To be financially literate, manage and ensure reserves

• To ensure that appropriate targets are set from all income sources, earned and awarded, and to be responsible 
for developing, implementing and managing policies for achieving these targets through box office, public 
funding, fundraising, and commercial activity

• To utilise Board connections for enhancing reputation and potential fundraising

• To report, along with members of the Management Team, on the financial, strategic, artistic, and operational 
development of Dance Base to the Board of Directors on a quarterly basis, and as required by the Chair of the 
Board on an ongoing basis

• To develop and maintain effective and professional relationships with the Chair of the Board and with the Board 
of Directors, and to manage the future development of the Board in conjunction with the Chair of the Board

• To represent Dance Base at national and international platforms, steering group meetings, and seminars

• To work in partnership with existing funding bodies and external stakeholders – local, national, and international 
– and to develop similar new relationships when required for specific projects

• To undertake any other duties as may be required of the Chief Executive by the Board of Directors

• To represent Dance Base and to make connections both Nationally and Internationally at Conferences, 
symposiums, Network Meetings and Festivals
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Balance of Work

(an approximate indicator of time allocation)

Business Development 10

Implementation of Strategy, Vision & Development planning 10

Management Team  - line management 20

Setting, monitoring, reporting on annual budgets 10

Management of Special Projects 25

Developing new projects, seeking funding 10

External relationships/stakeholders 10

Liaising with the Board 5

Please note: this job description is a guide to the nature of the work required of the Chief Executive.  It is not wholly 
comprehensive or restrictive and may be reviewed with the post holder and the Board as required. Changes to the 
job description will be mutually agreed and signed by the Board and the Chief Executive.
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Person Specification
Essential

Qualifications: • Educated to degree level or post graduate level, or equivalent 

• A proven track record of relevant and sustained achievement in organisational 
financial management, strategic development and team leadership

Experience: • Previous senior management experience including operational planning, financial 
control systems, fundraising and staff management

• Developing relationships with a range of funding bodies and achieving effective 
partnerships with artists, creative organisations and stakeholders

• Developing and promoting culturally diverse arts activity in national and international 
contexts

• Commitment to delivery of equal opportunities

Skills and Personal 
Attributes:

• Dynamic leadership and the ability to command respect easily 

• Strategic planning

• Knowledge of relevant financial policies and procedures and the ability to take 
financial responsibility

• Strong interpersonal skills with the ability to build relationships quickly and effectively 
along with proven negotiation, advocacy and networking skills

• Excellent written presentation skills and the ability to represent the organisation 
externally 

• Entrepreneurial vision, creative thinking and problem-solving skills

• Ability to lead, motivate and manage in an arts environment

• Appropriate delegation, enabling others to achieve planned objectives 

• Clear analytical and strategic thinking – short, medium and long term

• Courage, considered risk-taking, and a passion to create a positive work-place ethos 
based around standards of excellence
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Experience: • Experience of significant national and international partnerships with artists and other 

arts organisations

• Experience of running a dance, or other art form, building

• Knowledge of current dance sector provision and practice in Scotland, including artist 

development, programming, commissioning, production, participation and audience 

development 

Desirable
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Terms and Conditions
Salary: £42,000 per annum. 

Hours: 40 hours per week.  Dance Base’s core office hours are 10.00am – 6.00pm. 
During term-time the building is open from 08.30 – 22.00 Monday – Friday & 09.00 – 
17.00 on Saturday.  Due to the nature of this post, evening and weekend duties will be 
required, as necessary. 

Contract: Permanent contract with 6 month probation period.

Notice Period: 1 month during the probation period rising to 3 months after successful completion of the 
probation period.

Holidays: 32 days paid holiday per year (January to December) including 10 designated public 
holidays to be confirmed at the start of each calendar year.

Overtime: No overtime is payable.

Policies: All employees will receive Health and Safety information relevant to their areas of work, a 
copy of the Equal Opportunities and Diversity Policy, a copy of the Equalities, Diversity and 
Inclusion Plan, a copy of the Protection of Children, Young People and Vulnerable Adults 
Policy, and a copy of the Secure Handling, Use, Storage and Retention of Disclosure 
Information Policy. Failure to comply with the regulations set down in these, and any 
future policies to be introduced may result in the initiation of disciplinary procedures.
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How to Apply
Interested candidates should send their CV and a supporting statement of no more than 2 full A4 pages to Alix 
Meekison of FWB Park Brown at cv@fwbparkbrown.com.

Candidates should also complete the Chief Executive Application form and Equal Opportunities monitoring form as 
part of their application. 

This information will not be shared with anyone involved in assessing your application that is provided.
For a confidential discussion, please call 0131 539 7087.
Closing date for applications: Monday 20th January 2020.



FWB Park Brown 

T: +44 (0)131 539 7087

www.fwbparkbrown.com


