RECRUITMENT PACK

About Idle Women

Idle Women is an arts, environment and social justice collaboration founded by artists in
2015. We create projects that reach beyond the horizon, co-creating transformative spaces
that cannot be cut, closed or taken away.

Our artworks are spaces: a boat, a garden, a rave, an allotment, a website. They are created
through collaboration and built to last, to be animated and inhabited by women.

Ouir first endeavour was to build Narrowboat Selina Cooper with women living in a specialist
domestic violence refuge. Over two years we travelled the Leeds and Liverpool Canal,
seeding friendships and meeting women who continue to shape the Idle Women community
today.

In 2018 we crowdfunded, investing in a strip of canalside land in Nelson, which women
transformed by hand into the UK's first and only physic garden for women. The Physic
Garden is a living artwork dedicated to women's health, providing permanent access to
nature, knowledge and beauty.

Today, through our partnership with Humraaz and a broad community of collaborators, we
create artistic productions across diverse forms and make innovative digital work. We offer
year-round creative programmes, paid traineeships, and specialist outreach work with
women navigating complex circumstances.

We understand art making and transformation as a daily process. We work with women's
strengths, create spaces of possibility, and support one another to imagine and build
different futures.

For us, administration, maintenance, growing, making, organising and caring are creative
acts. This understanding sits at the heart of how we work as an organisation.



Studio Manager & Producer
(Women-Centred Practice)

Fixed-term (18 months)

30 hours per week with flexibility in working patterns
£28,000 per annum (£35,000 FTE)

Based in Accrington, Lancashire.

Holiday allowance: Holiday: 18.8 days annual leave (pro rata for 30 hours)
Because of the nature of Idle Women'’s relational practice and the emotional labor
required to sustain it, the organisation adopts periods of closure during Winter, Eid
and Summer, giving approximately four weeks' additional leave in total.

Pension contribution: starting at 4% with annual review

Working Pattern: The role is contracted at 30 hours per week. Working hours can
be arranged flexibly with the team. Some evening and occasional weekend work will
be required to support events and activities, with time off in lieu provided.

Idle Women are seeking a Studio Manager & Producer to support the coordination of the
organisation’s programmes, partnerships, participants and day-to-day operations. This role
sits at the intersection of project production, studio management and women-centred
support work. We are looking for someone who can bring organisation, care, good
judgement and collaborative working to a small, dynamic women-centred arts and social
justice organisation.

We are creating this role at a moment of strategic transition for the organisation, ensuring
that the work, relationships and care practices at the heart of Idle Women can continue
sustainably.

At Idle Women we often use the word caretaking to describe the work of holding projects,
people, spaces and possibilities. This role is a Studio Manager & Producer position, but the
spirit of the work is one of collective caretaking.

Working closely with our small team which includes trainees and collaborating artists, you
will support the coordination of day-to-day operations, projects, partnerships and



women-centred spaces that make up Idle Women. You will move between practical
administration, project planning, participant support, safeguarding-aware practice, financial
administration, artist liaison, and the care of our physical spaces.

You will take ownership of many aspects of day-to-day organisational and project
coordination, working closely with the Directors while exercising autonomy within agreed
priorities and responsibilities, and supporting practical problem-solving as issues arise.

The role requires someone who is comfortable working across practical, relational and
organisational tasks within a changing environment. We are looking for someone who is
organised, practical, and resourceful; someone who can manage detail while holding sight of
the bigger picture, and who understands that administration, sweeping up, care and
creativity are all essential forms of work.

This is a hands-on role that requires regular in-person working across our studio, garden,
boat and community project sites, including occasional lifting, carrying and practical setup
tasks.

This is an 18-month fixed-term role funded through a combination of project and
organisational funding. We are committed to seeking opportunities to sustain and
extend the role beyond the fixed-term period where resources allow.

What you'll be doing

Studio Management

Coordinating the day-to-day running of the studio and project spaces

Maintaining shared systems, records and communications

Supporting day to day finance administration (petty cash, expenses and receipts)
Managing schedules, meetings and organisational logistics

Coordinating maintenance, supplies and practical resources

Contributing to the development and improvement of systems and ways of working
that support the long-term sustainability of the organisation and the wellbeing of the
people within it.

Project Production

e Production support for artistic and community projects from planning through to
delivery

Coordinating artists, facilitators, partners and participants

Managing project logistics, equipment, travel and accommodation

Supporting the administration of monitoring and evaluation

Monitoring project budgets and timelines

Participant Support

e Contributing to a culture of welcoming, supportive relationships with women
participating in projects



Coordinating access and practical support needs

Organising registration forms and communicating information about sessions.
Providing practical and administrative support for trainees running sessions.
Working within safeguarding and confidentiality procedures

Supporting women to navigate practical barriers to participation and connecting with
specialist support where appropriate.

e Contributing to a culture of care, inclusion and mutual support

Who this role might suit

You might have experience in:

Arts production or project management

Community development

Women's services

Participation or engagement work

Social justice organisations

Education, youth work or adult learning

Cultural organisations or grassroots community projects

We are interested in transferable skills and lived experience as well as formal qualifications.
You do not need to have worked in all of these areas.

This is a busy, hands-on role where no two days are the same, and where priorities may shift
in response to the needs of the organisation and the people we work with.

What we're looking for

We're looking for someone who:

Is highly organised and able to manage multiple strands of work

Is comfortable working in a small team with shared responsibility

Can balance practical delivery with strategic thinking

Communicates clearly and kindly

Understands the importance of boundaries and sustainable working practices
Is confident working with a range of people and partners

Can respond thoughtfully to complexity and uncertainty



Important information

Access: We work across sites with limited wheelchair accessibility. We do our best to adapt
to all barriers - to discuss access please email info@idlewomen.org

Driving: A UK driving licence is necessary to work across our different sites, access to a
vehicle is desirable, a company vehicle is also available for project work.

Probation period: there will be a three month probation period with this appointment.

DBS and Safer Recruitment practice: Idle Women is committed to safeguarding women,
children, young people to support the creation of a safe culture, particularly for Black,
minoritised and migrant women and children survivors of abuse and violence.

As part of our safer recruitment practice proof of identity will be required, as well as a
Disclosure and Barring Service check. Applicants must complete, in full, and return a signed
application form and provide two references, one of which must be from the applicant’s
current and most recent employer, this will be taken up before the final selection stage so
that any discrepancies may be discussed during this stage of the procedure.

Women only post: This post is open to women* only (*exempt under the Equality Act 2010
Schedule 9, Part 1)

el

e , "

e
»

A -



mailto:info@idlewomen.org

PERSON SPECIFICATION

Essential (must-have)
1. Operational coordination skills

e Experience managing or coordinating projects, programmes or complex workloads
e Ability to prioritise competing demands and meet deadlines

2. Organisational reliability
e Consistent ability to manage detail accurately (scheduling, logistics, admin)
3. Communication

e Clear written and verbal communication
e Good digital skills/computer literacy and ability to work with Google drive.
e Ability to communicate boundaries appropriately

4. Judgement under pressure

e Ability to respond appropriately when plans change or problems arise
e Knows when to act independently and when to ask for help

5. Working in collaborative environments
e Experience working in small teams or shared-responsibility settings
6. Boundaried practice

e Understanding of limits of role (especially in participant support contexts)
e Ability to maintain appropriate professional boundaries

Desirable

Experience in arts / cultural production

Experience in community or women-centred services

Experience with safeguarding-aware environments

Experience managing budgets or basic financial admin

Experience working in women centred, social justice or grassroots contexts
Experience with monitoring, evaluation or reporting

Familiarity with trauma-informed or care-based practice frameworks



A typical Week - No Two Weeks Are the Same

At Idle Women, a week might begin in a planning meeting for a new performance and end
with changing a studio lock, helping a trainee navigate a practical challenge, or loading
equipment and rain coats for an offsite session.

This is a role for someone who enjoys variety, who can move between big-picture thinking
and practical action, and who understands that ambitious creative work depends on care,
organisation and attention to detail.

Some weeks are more focused on project delivery, others on supporting people, maintaining
spaces, or developing new systems. Often, all of these happen at once. A typical week might
include:

Producing Projects:

Joining a production meeting for a forthcoming performance co-created through workshops
and some outreach, then following up by arranging travel and accommodation for artists,
issuing agreements, visiting locations to assess suitability and liaising with partners about
permissions and logistics.

Attend a planning meeting with the council about a forthcoming commission, begin to
assemble publicity information for the project.

Work on plans for a new project ‘launch to camera’ by testing inhouse filming and audio
equipment and phones to see if we are able to produce inhouse or if we need to bring in a
professional.



Supporting Participation:

Helping a trainee create a sign-up form for an upcoming session and put the word out
through our local networks.

Responding to enquiries about activities by providing clear information about times and
directions.

Desk research and putting in calls to support the resolution of a problem with one of the
trainees and the job centre.

Managing the Studio and our permanent spaces:

Preparing workshop materials, formatting and printing handouts, managing supplies and
discovering—usually at the least convenient moment—that the printer needs a new
cartridge.

Reviewing systems and processes so they work better for the people who use them, such as
creating accessible expenses forms, improving petty cash procedures, or developing ways
to organise receipts and records.

Arranging maintenance, obtaining quotes from local contractors, commissioning repairs, or
responding to the everyday practical needs of our spaces.

Supporting Sessions:
Coordinating equipment, materials and food for a weekly allotment gathering.

Checking what needs to be transported, who is bringing what, what ingredients are needed
for lunch, and how responsibilities are shared across the team.

Taking your turn in the collective work of setting up, clearing away, washing up, making tea,
carrying equipment or solving unexpected problems.

Holding the Bigger Picture:

Throughout the week, you will be balancing multiple projects at different stages of
development, keeping track of details while maintaining an overview of what matters most.

You will work closely with artists, trainees, participants, partners and colleagues, helping
create the conditions in which creative, social and environmental work can thrive.

The role moves between production, administration, coordination, relationship-building and
practical caretaking. We are looking for someone who is comfortable shifting between
strategic planning and hands-on tasks, and who understands that the small acts of
organisation and care are often what make transformative work possible.



Working Sustainably

Because this role involves relationship-based work with women, trainees and artists, you will
receive regular supervision and support. We do not expect any one person to carry complex
issues alone.

Like all roles at Idle Women, this position is rooted in collaboration, shared responsibility and
sustainable ways of working.

Diversity, Inclusion and Belonging

Idle Women demonstrates a vibrant possibility where access and excellence in creativity and
culture are inextricably linked.

Our organisation has been shaped by women with diverse lived experiences, and we are
proudly LGBTQ+ led. We believe that creativity flourishes when people bring their whole
selves, histories and perspectives into the room, and that some of the most transformative
work emerges from collaboration, across differences.

We particularly welcome applications from women who are underrepresented in the arts and
cultural sector because of intersecting barriers, including women from Black, Asian and
minoritised communities, migrant and refugee women, disabled women, working-class
women, LGBTQ+ women, and women whose pathways into this work have not followed
traditional routes.

If you have ever felt that your experience, background or way of working sits outside the
mainstream, we hope you will feel encouraged to apply.



How to Apply

Application Deadline: 20 July

Interviews: 3 August

Please completeThis online application form where you will be
asked to provide:

e A CV (maximum 2 pages)
e A short application statement (maximum 1,000 words or 2 sides of A4) responding to
the three questions below:

1. Tell us about your experience of coordinating projects, programmes,
productions, people or organisational activity. What aspects of this experience
feel most relevant to this role?

2. This role involves balancing practical administration, project delivery,
sweeping up, participant support and relationship-building. How do you
approach managing multiple responsibilities while maintaining quality and
attention to detail?

3. Idle Women’s work is rooted in care, collaboration and sustainability. What do
these values mean to you in practice, and how do you maintain healthy
boundaries in your work?

Applications will be assessed against organisational and coordination skills, communication,
ability to manage competing priorities, understanding of boundaries and sustainable working
practices, and relevant experience or transferable skills.

We welcome applications in alternative formats, including audio and video submissions. (see
section 4 of the online form)

If you wish to apply directly by email, contact us at info@idlewomen.org so that we can send
you the full questions required for applicants.

Please also consider completing an Equal Opportunities Monitoring form (the information
collected is optional and annonymous)

Discussing the Job:

If you'd like the option to discuss the job in a call there is availability from 10am-7pm
on: 30 June, 7 & 17 July

You can book a 30 minute call here

Alternatively send us an email: info@idlewomen.org


https://forms.gle/twHGCB76aaaYAwDy8
https://forms.gle/TNJRmjK48mTX3gd96
https://calendly.com/rachel_anderson_iw/30min

Idle Women is an Arts Council England Portfolio Organisation (NPQ) funded by the Paul
Hamlyn Foundation, The National Lottery Fund, SHED and Community Foundation for
Lancashire Women's Fund.
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