
 
Job Description 

Project Manager 
 

 
Deveron Projects 
Deveron Projects is based in the rural market town of Huntly, Scotland. We connect artists, 
communities and places through creative research and engagement.  
 
The town is the venue describes the framework in which we work and contribute to the social 
wellbeing of our town. We inhabit, explore, map and activate the place through artist driven 
projects. Huntly’s small town context, its 18th Century streets and the surrounding 
Aberdeenshire countryside offer an abundance of possibilities to work with. We have engaged 
with local people and their clubs, choirs, shops, schools, churches and discos here since 1995. 
 
ARTocracy is the creative work method we use within the town is the venue framework. It 
suggests that all people have creative power, which reaches far beyond the walls of a gallery or 
art centre. 
 
www.deveron-projects.com 
 
Project Manager Position 
The Project Manager occupies a versatile position, assisting the delivery of Deveron 
Projects/the town is the venue’s business plan. The job covers all aspects of supporting the 
running of the organisation as well as its ancillary programmes such as the Walking Institute 
and the town is the garden project. 
The post holder manages all aspects of Deveron Projects from day to day book-keeping and 
running the office to grant reporting and looking after the artists needs. The post-holder will work 
closely with the Director, to ensure the smooth running of the organisation’s residencies and 
projects and advancing the organisation as an internationally renowned arts programme. 
 
The Project Manager is a central part of the Deveron Projects team. 
 
Task Description 
Finance 

• Financial record keeping  
• Preparing budget for projects and organisation 
• Keeping petty cash book 
• Undertaking payroll  
• Preparation of quarterly accounts for board meetings 
• Preparation of annual accounts for auditors 

 
Office Management 

• Data base maintenance 
• File system maintenance 
• Maintenance of Policies and Processing Documents 
• Financial reporting to OSCR and Companies’ House 



• Drafting annual reports 
• Preparing and serving board meetings 
• Purchase of stationery stock, upkeep of diaries, etc 

 
Hands on project management with town is the venue projects 

• Ensuring artists are feeling welcome  
• Sourcing materials for artists 
• Arranging venues, licences and travel 
• Overlooking interns and volunteers 

 
Project Monitoring 

• Undertaking documentation of events 
• Keeping up the archive 
 

Marketing Assistance 
• Development and maintenance of website 
• Press liaison locally 
• Oversee quarterly newsletter mailshot 
• Upkeep and development of data base 
• E-marketing: e-newsletter, facebook, twitter, etc 
• Monitoring and developing audience (digital and personal) statistics 

 
Budget and Fundraising Assistance 

• Drafting project and funding reports 
• Support with funding applications 
• End of project reporting 

 
Housekeeping 

• Ensuring office premises are tidy and well maintained 
• Ensuring office equipment is well maintained 
• Ensuring artist/intern premises are kept to a high and welcoming standard 
• Arranging for tradesmen when required 

 
 
Requirements 

Essential 
• excellent administrative and organisational skills with attention to detail 
• excellent IT skills 
• good drafting skills with excellent command of English language 
• experience with spreadsheets and data base 
• be a good team worker, while having a strong ability to work on own initiative  
• experience in marketing and social networking 
• ability to work unsocial hours  
• affinity with and interest in contemporary and socially engaged arts 
• tidy work appearance and attitude 

 
Desired 

• ability to relate and work well with people from all walks of life, in particular Deveron Projects’ 
main partners: artists of all disciplines and people living in the locality of Huntly 

• welcoming and assisting attitude towards artists and any other guests 
• knowledge of the (visual) arts sector in Scotland 



• interest in socially engaged arts 
• integration in the Huntly community  
• experience in audience development 
• clean driving licence 

 
Other skills, experiences and interests 
As part of our 50/50 holistic working methodology, Deveron Projects values personal attributes 
that will help strengthen our team and our relationships with local and global partners. These 
can include: 

• an affinity with diverse, environmentally conscious and internationally connected 
lifestyles 

• other skills and interests, such as cooking, craft, travelling, languages, walking… let us 
know what you are good at! 

 
Training 
A training plan will be established and reviewed in 3 monthly intervals. 
 
Reporting 
The Project Manager will report to the Director of Deveron Projects. 
 
 
Remunerations/Conditions 
Fee: £23,806.80 per annum  
 
 
Working Hours, Benefits and Holiday Arrangements 

• This is a full-time position offered for one year in the first instance. 
• A probationary period of three months from start of the position applies.  
• Due to the nature of the work, the post requires to work flexible hours, to include 

unsocial and weekend times when events are happening.  
• At the discretion of the Director/Board, Deveron Projects offers the opportunity to change 

arranged working days or work from home due to adverse weather and other 
unavoidable reasons. 

• An allowance of 32 days holidays (annually) are granted, to include public holidays. 
 

Conditions 

Reporting to:  Director, Deveron Projects 

Salary:   £23,806.80 (in the first instance) 

Hours:   full-time (40 hours) 

Holidays:   32 days (including public holidays in Scotland) 

Location:  Deveron Projects, Huntly 

Starting:   September 2018 

Due to the nature of the work, the post requires to work flexible hours, to include unsocial and 
weekend times. A probationary period of four months from issuing the contract applies.  

 
 



Applications should include 

• A covering letter not exceeding 1 A4 page (point12 text) stating why you wish to be 
considered for this position  

• A completed application form 

Please send your application to claudia@deveron-projects.com with the subject heading ‘Project 
Manager Application/YOUR NAME’ 

Closing Date: Monday 16 July 2018 (midnight) 

Skype Interviews to be held on: Monday 23 July 2018 

Shortlisted candidates will be invited for interview in Huntly on Monday 30 July 2018 

 

More information 

www.deveron-projects.com         www.facebook.com/townisthevenue 

 
 


