
Programming Officer
JOB APPLICATION INFORMATION



Hello.

We’re the MAC.

Our award-winning venue in Belfast's Cathedral Quarter is
home to all kinds of exhibitions, theatre performances,
experimental works and endless goings-on.

The MAC is a cultural hub and since opening in 2012 has
quickly become a beacon for the ongoing regeneration of
Belfast. Open 363 days per year, we offer an eclectic
programme of visual art, theatre, dance, family workshops and
lots more.

Since opening in 2012, an amazing over 2 million visitors have
come through the doors of the MAC.



MAC by numbers

2 Theatres (a 350 seater and a 120 seater)
3 Art Galleries
1 Rehearsal Space
1 Dance Studio
3 Education & Workshop Rooms
1 Family Room
4 Offices for Resident Art Groups
1 Café & Bar
1 Artist-in-residence Studio
1 Permanent Artwork



Job Description

Job Title Programming Officer

Reports To Creative Director

Background Information

The MAC’s aim is to contribute to a creative and confident
society that celebrates diversity.

• Our mission is to inspire and challenge everyone who
experiences the MAC and that includes people who work with
us;

• to create unforgettable experiences that change people’s
view of their society and their place in it;

• to create a space that kick starts connections between
people, and between people and art;

• to build Belfast’s reputation as one of the world’s most
creative cities by bringing the world’s best art to our city and
our best art to the world; and

• to reach further into society to those who live with the worst
effects of inequality and division.

If you’re a high-performing person inspired by our vision and
mission (and are passionate about working hard to help us
achieve these) we want to hear from you.



Background Information

Main Purpose of Job

We are seeking an experienced Programming Officer familiar with
working in a multi-event environment, to join our team.

Reporting to and in conjunction with the Creative Director, this role will
contribute to the research, initiation, development, identification,
scheduling, financial negotiation, production, and presentation of live
events and performances, across a range of art forms, to be held in the
MAC.

The successful candidate will play a key role in ensuring the successful
delivery of the programmes including event and production
management. They will be a proven team player with a collaborative
approach to delivering the best arts experiences. Personable and
enthusiastic they will possess strong problem-solving skills. The ability
to work fluidly in a fast-paced environment with confidence and skill,
with a rigorous attention to detail, is paramount. Also, you will need to
effectively manage the competing demands within a multi-use venue.

Finally, you will be passionate about the MAC and will enthusiastically
embrace all elements of its unique organisational culture.



Key tasks and responsibilities

With the assistance of the Programming Executive and liaising with the 
wider team:

Programme Development

• Support the Creative Director with the development and presentation of artistic 
content across a range of art forms that appropriately aligns with the MAC’s 
Strategic Plan and assists with the achievement of the organisation’s artistic 
and financial objectives;

• Identify and where required, attend creative industry related productions, events, 
festivals, meetings and conferences to source and inform the live events 
programme for the MAC;

• You will be responsible for contracting performers for live events including:

▪
Booking companies and performances, well in advance;

▪
Scheduling performances and programmes;

▪
Arranging payments;

▪
Organising logistical arrangements for visiting performance artists and 
production companies

• To contribute as required to the development of the MAC’s Programming Policy.

Live Events 

• Coordinate, prepare and schedule rehearsal facilities on behalf of visiting 
performers;

• Coordinate all areas of the programme and provide direct support to the visiting 
production company in delivery of the core programme activities;

• Implement a vibrant, exciting, and high quality live events programme that 
establishes and develops the MAC’s profile locally, nationally and 
internationally;

• To act as directed and in co-ordination with the Programme Executive, as the 
contact for non-business hirers for all areas of the MAC, with particular 
responsibility for the Downstairs Theatre; 

• To be responsible for hire contract negotiation, ensuring an effective, efficient 
booking process and event delivery from contract to completion, in line with MAC 
business targets;

• Work with other departments to provide detailed post event trading reports and 
performance evaluations including audience data, media coverage, operational 
review and financial results in line with the strategic vision for the MAC. 

Marketing

• Liaise with the Head of Marketing and the wider Marketing and Programming 
teams, to consider audience development aims (both profile and volume) when 
creating the programme;

• Liaise with Marketing staff and contribute ideas to ensure effective marketing of 
the programme of events;

• Provide the Marketing staff with appropriate and timely details of visiting 
companies and events in line with marketing requirements.



Key tasks and responsibilities (cont’d)

Production and Event Management:

• Liaise with visiting artists and companies and other members of the MAC team 
to ensure that all artistic and associated events are delivered to the highest 
standard;

• Provide administrative support to the Creative Director as required;

• Accurately update event management information using the appropriate 
software;

• Liaise with the Head of Operations and Technical Manager and other MAC 
internal staff to ensure that all events are fully staffed;

• Work within available budgets at all times and to seek to deliver cost efficiency in 
all aspects of production and event management;

• Complete qualitative and quantitative evaluations of all events including 
funding and Board reports.

Finance and Fundraising

• Support the Creative Director and other key members of staff regarding setting 
annual and project budgets;

• At all times work within available budgets to achieve cost efficiency;

• Support all elements of the MAC’s fundraising strategy as appropriate including 
identifying opportunities for increasing financial support from trusts, 
foundations and statutory funders as well as contributing to a sustainability 
strategy for the MAC.

Relationship Management

• Assist the Creative Director to develop new relationships with organisations and 
artists in order to maximise the events and production activity in the MAC.

• Assist the Creative Director in working in partnership with other arts 
organisations at local, national and international level to attract and develop, 
across all live event art forms such as collaborations and other exciting and 
strategically important projects; co-productions; co-commissions; artist in 
residence schemes; speaking tours etc.

• Deliver a high standard of customer service to all visiting artists and companies.

Other

• Maximise income and minimise expenditure wherever possible;

• Work with the senior management team to consistently deliver exceptional 
customer care standards;

• Undertake any other reasonable duties as specified by the Chief Executive or 
Board;

• Deputise for the Creative Director in all relevant matters relating to the live 
events programme at the MAC;

• To participate as required in the MAC’s recruitment, selection, and interviewing 
procedures;

• Any other reasonable duties as specified by the Creative Director.



Personnel Specification

Quality Essential Desirable

Qualifications

•  3 ‘A’ Levels or equivalent 
(grade C or above)

• Recognised industry 
qualification and/or 
related third level 
qualification.

Experience

• A minimum of 2 years’ 
experience in an events 
programming environment

• Experience of financial and 
budgetary management

• Experience of working with a 
wide range of stakeholders 
in order to build 
collaborative, artistic 
relationships

• Experience of artist contract 
negotiation

• Experience of working 
within cross art form 
environment 

• Experience of 
implementing 
organisational strategies

• Experience of successful 
fundraising

• Working knowledge of 
the issues relating to 
programming an arts 
venue

• Experience of events 
programming

• Experience of venue hire 
negotiation and event 
delivery

• Experience of 
computerised venue or 
event management 
systems

Knowledge

• Sound working knowledge of 
the contemporary 
performing arts and live 
events sector in the UK and 
Ireland 

• Sound working knowledge 
of the global contemporary 
performing arts and live 
events sector

Skills and 
Behaviours

• Proven ability to proactively 
search for and identify 
development opportunities

• Ability to work well within a 
team or on own initiative



Why working at the MAC is great

‘Getting to know theMAC’ tickets

MAC staff can use their ‘Getting to know the MAC’ complimentary
tickets for any MAC show, at any time. They are a great way to become 
familiar with our fantastic programme of events.

Exhibition training with our Curator

Every three months, the exhibitions in our galleries are changed. At this 
time you’ll receive in depth training from our Curator (and quite often 
from the artists themselves) on the forthcoming exhibition.

Plus when a new exhibition opens, the MAC always hosts a preview
evening. Staff are invited to the preview evening for a chance to see the 
exhibition exclusively before opening to the public.

Invitations to previews of MAC productions and co-productions

We celebrate the opening of all MAC productions and Co-productions
with a press night. Staff are invited to come along, see the show and
enjoy the atmosphere.

Get your birthday off

Staff Discount at local restaurants, shops and in-house



Application Process

Employer: The MAC Trading Co. Limited
Contract Type: Permanent
Place of work: The MAC, 10 Exchange Street West, Belfast, BT1 2NJ
Reports to: Creative Director
Salary: £23 to £25k per annum

To Apply please send the following:

• Your CV

• a one-page covering letter of no more than 500 words outlining
your experience and suitability for the post.

• Please include the names, addresses, email, phone number and
occupations of two people, not related to you, to whom references
may be obtained. One of your referees must be your current or most
recent employer;

• A completed equal opportunity monitoring form which can be
downloaded from the career section of the MAC website
https://themaclive.com/about-us/careers

Applications should be sent to recruitment@themaclive.com or by post to the
HR and Admin Officer, The MAC, 10 Exchange Street West, Belfast, BT1 2NJ.

The closing date for receipt of applications for the above post is 12 noon on
Monday 11 February 2019.

Interviews will take place W/C 18 February 2019.

The applicants who fit the specifications outlined above most closely will be
shortlisted for interview, so please make sure you tell us everything relevant
on your CV.

Please note that we are unable to consider any applications which are
received after the deadline and if you cannot make an offered interview time,
we may not be able to give you an alternative. If you have not heard from us by
20 February 2019, please assume that you have been unsuccessful on this
occasion.

We are an Equal Opportunities Employer.

Thank you for your interest in this role.

https://themaclive.com/about-us/careers



