
 
 
January 2020  
 
Dear Applicant 
 
Granby Workshop  
 
Thank you for expressing an interest in the General Manager role at Granby Workshop.  
 
Please find attached a job description and person specification which includes you full details of the role and our 
expectations. It would also be extremely helpful if you could indicate whether you wish to work full or part-time, and if 
your do wish to work part-time, the working pattern you are looking for.  
 
An Equality and Diversity monitoring form is also attached. You are not obliged to complete this, but if you do it will 
help us to monitor our own recruitment process and allow us to evaluate and ensure that we are reaching all sectors of 
the community. Please be assured that this equality form will not be seen by the selection panel and will be stored 
anonymously and separately from your application, in full accordance with our Data Protection Policy. 
 
You can also find more information about Granby on our website www.granbyworkshop.co.uk  
 
The job will be offered on an open-ended contract at a salary of £27,500pa (pro-rata if part-time). Granby Workshop is 
still fully operational during the current lockdown, with production staff working on site in accordance with all relevant 
Covid Safe working requirements. We hope to be able to expand this to administrative staff once we have defined 
office space available, but it is likely that, at least in the first few weeks, the General Manager will work remotely, and 
there will be a phased transition to on site working as the lockdown is eased.  
 
If you would like to apply you should send through the following to jane@granbyworkshop.co.uk :: 
 

• Your most recent CV, accompanied by a covering letter, telling us why you are interested in the role and 
explaining how you meet the knowledge, skills and experience criteria listed in the job information.   
 

• A completed equality and diversity monitoring form. Please return the equal opportunities form as a 
separate document to your CV and Covering letter. 

 
Applications should be submitted no later than 12pm on Monday 8 February. It is expected that interviews will be 
held virtually in the week commencing  12 February. 
 
If you have any queries about the application process, please do not hesitate to e-mail me at 
jane@granbyworkshop.co.uk 

We are looking forward to hearing from you! 

 

 

http://www.granbyworkshop.co.uk/
mailto:jane@granbyworkshop.co.uk
mailto:jane@granbyworkshop.co.uk


With best wishes, 

Jane Howard 
HR Advisor at Granby Workshop 

 
 
 
General Manager 
 
Salary:  £27,500 (Pro-rata if part-time) 
Contract:  Permanent - 4 / 5 days per week 
Reports to: Workshop Board of Directors 
Probation Period: 6 months 
Annual leave: 28 days per year, inclusive of all public holidays, plus studio closure period 

25 – 31 December. 
 
Duties 
 
Business Planning and Operations Management 
 
Oversee and take responsibility for the effective day to day operations of Granby Workshop.  

● Work alongside the board and staff to develop and deliver business plans and strategies to meet the 
Workshop’s core objectives. 

● Review and analyse activities, costs, operations and data to ensure that Granby Workshop is operating at 
optimal level. 

● Regular evaluation and reporting on progress of plans. 
● Ensure the maintenance of clear and effective filing, record keeping and other systems. 
● Ensure that the company has adequate and suitable resources to achieve its goals 

 
Team Management 
 

● Chair weekly team meetings and co-ordinating the team to ensure clear communication and productivity 
● Oversee internal systems for filing, time management, invoicing 
● Act as primary point of contact for HR consultant, working together to: 

o Oversee employee appraisals, development, training and welfare 
o Recruitment and contracting. 
o Policy development and documentation 

 
Financial Management and funding 
 

● Act as primary point of contact for accountants. 
● Produce timely and accurate reports and updates on income and expenditure relating to Operations and 

other budgets under their control 
● Provide monthly payroll information, locating unreconciled expenditure, paying invoices, providing 

information for annual accounts and VAT returns. 
● Oversee procurement and negotiation with suppliers 

 



● Work with accountants and board to make cashflow projections and financial targets. 
● Identify sources of funding and prepare funding bids 
● Report on grants received 

 
Building & Facilities Management 
 

● Tenant management, communications and letting for studio spaces 
● Take responsibility for all facilities management and ensure that all contracts with suppliers and 

contractors are legislatively compliant. 
● Work alongside our safety consultants to oversee overall site health and safety compliance, fire 

prevention, and other safety systems. Prepare and update emergency plans and evacuation procedures. 
● Schedule regular building maintenance and cleaning. 
● Monitor building maintenance budgets 
● Contract professionals for repairs as needed 
● undertake negotiations and long term development options 
● Manage company equipment 
● Work with the HR consultant to produce Covid guidelines responsive office Risk Assessments and to take 

all reasonable steps to ensure that the working environment conforms to current  government regulations, 
the implementation of track and trace etc. and the timely reporting and remedy of hazards or potential risk 

 
Communications 
 

● Manage and support relationships with partners and suppliers 
● Represent the Workshop at events, conferences etc. 
● Respond to general enquiries 

 
Miscellaneous 
  

● Undertake other duties as required commensurate with the level and nature of the role. 
 

 
Person Specification: 
 
Essential criteria 
 

● Experience of business management - planning and oversight 
● Experience of managing and organising a team 
● Experience of managing, motivating and inspiring staff 
● Experience of budgetary management, profitability and business planning 
● Experience of establishing organisational systems and protocols 
● Excellent communication skills, written and verbal 
● Strong organisational and time management skills 
● Commitment to equality and diversity 

 
 
Desirable criteria 
 

● Understanding of our products, sector and audience 
● Understanding of our neighbourhood - Granby / L8  
● Experience of undertaking successful funding applications 
● Experience of managing building / studios 

 
 
 

 



   

 



 
Granby Workshop Equality and Diversity Monitoring Form (Please return this form as a standalone email 

attachment) 

 

Granby Workshop recognises, respects, and values people’s differences. The organisation is committed to ensuring 

that its services are accessible to everyone regardless of race, ethnicity, faith, ability, gender, sexual orientation or age. 

The information you give on this form will help us comply with our Equality and Diversity Policy of ensuring that we 

meet our obligations under the Equality Act 2010. 

 

We recognise that some people may regard some of this information as personal and we have, therefore, included an 

option in most questions for ‘prefer not to say’. You do not have to complete the survey but answering as much as 

possible and returning it will help us to be relevant and more representative of the people we serve. 

 

All information Granby Workshop collects around equality and diversity will be treated and stored confidentially in 

accordance with the Data Protection Act, and our own Data Protection Policy. Access to this information will be 

restricted to staff involved in the processing and monitoring of this data. It will be used to provide statistical 

information only.   

 

Please give your consent below for your information to be stored and used in this way. 

 
Signed: Date: 
 
A. Your age 
 

 
B. Disability 
 
Do you consider yourself to have a disability or long term medical condition? 
 

 
If you have answered yes, please indicate the type of disability which applies to you. If your experience more than one 
type of impairment, please tick all the types that apply. If your disability does not fit any of these types, please mark 
Other and specify. 

 

  0-19 years old 

  20-34 years old 

  35-49 years old 

  50-64 years old 

  65+ 

  Prefer not to say 

Yes    No    Prefer not to say    Not Known   



 

 
C. Your ethnic group  (These are based on the Census 2001 categories, and are listed alphabetically) 
 
Asian, Asian British, Asian English, Asian Scottish, Asian Welsh or Asian Irish 

 
Black, Black British, Black English, Black Scottish, Black, Welsh or Black Irish 

 
Mixed 

 
Other 

 
White 

 

 
D. Your gender 

 
Do you identify as transgender? 
For the purpose of this question ‘transgender’ is defined as an individual who lives, or wants to live, in the gender 
opposite to that they were assigned at birth. 
 

 
E. Your sexual orientation 

 

Visual impairment, such as being blind or having a serious visual impairment   
Hearing impairment, such as being deaf or having a serious hearing impairment   

Physical/mobility impairment, such as a difficulty using your arms or mobility issues which 
require you to use a wheelchair or crutches 

 

Cognitive or learning disability/difficulty, such as Down’s syndrome or dyslexia or a cognitive 
impairment such as autistic spectrum disorder 

 

Mental health condition, such as depression or schizophrenia   
Long-standing illness or health condition, such as cancer, HIV, diabetes, chronic heart 
disease or epilepsy 

 

Invisible disability   
Other (Please specify below)   

Bangladeshi      Chinese    Indian     
Pakistani      Other Asian Background       

African    Caribbean      Other Black/African/Caribbean   

White & Asian    White & Black African   
White & Black Caribbean    Other Mixed/Multiple ethnic   

Arab    Any other ethnic group   

White-British    White-Irish   
Gypsy or Irish traveller    Other White background   

Prefer not to say   

Female     Male     Non-binary   
Prefer not to say     

Yes    No    Prefer not to say   



 

 
YOUR INVOLVEMENT WITH GRANBY WORKSHOP 
Please tick one category in the left-hand column. 
Employment Category 
 

 
Granby Workshop Directly employed staff (Permanent): 
 

 
Granby Workshop Directly employed staff (Fixed term contracts) 
 

 
Contracted out staff 
 

 
 
 

 

Bisexual    Man    
Lesbian    Heterosexual   
Queer    Bisexual   

Asexual    Other   
Prefer not to say       

  Job Applicant 

  Full time Managerial 
  Part time Managerial 
  Full time administration 
  Part time administration 
  Full time production 
  Part time production 

  Granby Workshop Board Member/Trustee 
  Full time Managerial 
  Part time Managerial 
  Full time Administration 
  Part time Administration 
  Full time Production 
  Part time Production 
  Paid full time intern/trainee 
  Paid part time intern/trainee 
  Full time Apprentice 
  Part time Apprentice 
  Part time mediation coordinator 

  Consultant 
  Freelance Designer/artist 


