






[image: ]             [image: ]    
Programmes Manager
Milton Keynes Islamic Arts and Culture
Job Application Pack
August 2025
Milton Keynes Islamic Arts and Culture (MKIAC) is an award-winning charity and Arts Council England National Portfolio Organisation. We are dedicated to enriching communities through the exploration and celebration of Islamic arts, heritage and culture in our everyday lives.  
Established in 2006, MKIAC has built strong relationships with diverse communities and is proud of its successful flagship project—an annual arts festival, Art in the Park – in bringing people across our city together in celebration.  First delivered in 2011, and now welcoming over 18,000 visitors each year, Art in the Park has been recognised for its work with volunteers and was awarded the Queen's Jubilee Award for voluntary service. 
Our regular programme of activity includes creative workshops, seminars and events in calligraphy, architecture, geometry, arabesque and garden design delivered in a range of locations across the city including community centres, schools, galleries, libraries and museums. We deliver several strands of our creative activities for our community projects working with target groups.
Our annual programme also features major new city-wide festivals, partnering with organisations such as Bletchley Park and others to explore how Islamic arts and culture have influenced and inspired creative technologies. These partnerships connect us with our own city’s exceptional reputation for technological innovation. The City of Code and Light Festival celebrates Islamic art traditions in patternmaking and mathematics through digital technology and light projections, linking these historic influences to current digital coding and creative practice.
This is an exciting time to join the company. In addition to our multi-year NPO funding from Arts Council England, we have recently been awarded a Reaching Communities grant to provide activities and projects for migrant and displaced communities in Milton Keynes to support their wellbeing and to tackle isolation through creative activity. The Stronger Together project will involve two separate groups supporting men and women, respectively. 
MKIAC Programmes Manager
MKIAC (Milton Keynes Islamic Arts, Culture and Heritage) is seeking an experienced Programmes Manager to oversee delivery of its high-quality community and creative programmes. You will hold areas of responsibility across MKIAC's programmes including budgeting, fundraising and reporting and will work with the Founding Director and diverse artists, facilitators and other contractors to deliver our breadth of creative projects, sessions and events. 
Overview of terms and conditions
Position:    	Programmes Manager
Contract type/length:		Permanent contract
Location:				MKIAC – Head Office based at Milton Keynes College
Salary & Contract          	£29,000 to £34,000
Reporting to:  	MKIAC Founding Director
Working with:	Freelance Creative Producer, Freelance Marketing Manager and other team members, contractors and key project partners
Days/Hours of working                 	35 hours a week 
25 days holiday plus bank holidays per year. 

The postholder will be required to have an active presence within the offices of MKIAC based at Milton Keynes College for at least 50% of their working hours in a month. Occasional evening and/or weekend working will be necessary. Longer hours will be required in key delivery periods – and the postholder will be required to manage their time accordingly.

We are a flexible employer. We would be happy to consider applications from candidates who wish to apply on a part-time basis, as part of a job share arrangement or that put forward other flexible working options.
Application Deadline	Monday 8 September 2025
Interviews	w/c 22 September 2025
Role Outcomes
· An annual MKIAC programme plan developed and agreed to achieve funding targets and to fulfil project aims and outcomes.
· Partnerships are maximised and partner relations are positively developed and maintained.
· Key public-facing activities, such as Art in the Park or The City of Codes and Light Festival are developed, coordinated and delivered to successful conclusion, with effective evaluation methodology implemented.
· Budgets are managed effectively. 
· All funder reporting, record keeping and documentation is detailed and thorough.
Detailed Responsibilities
· Get to know MKIAC’s programmes and understand the communities we work with in Milton Keynes, ensuring that knowledge is kept up to date.
· Build good working relationships with the Founding Director, team members and freelance advisors.
· Help plan the yearly programme of activities, projects and events, making sure it meets our vision and mission, and stays within budget.
· Coordinate and run specific projects and events like seminars, debates and public events.
· Work with partners and stakeholders to keep them involved and help bring in new partners who can support our work.
· Support the management of funding from organisations such as Arts Council England and other National Lottery funders, including keeping good financial and administration records for MKIAC’s key funders.
· Manage several project budgets and help with fundraising for activities ranging from £1,000 to over £100,000.
· Oversee reporting for programmes, making sure we meet the requirements of our funders and partners.
· Set up and carry out evaluation methods such as audience surveys and help document and share the impact of our work.
· Make sure MKIAC’s policies and procedures are up to date and followed – including health and safety, safeguarding, data protection, equal opportunities, and event management plans.
· Promote our work by meeting with local community and voluntary groups and other regional/national partners.
· Keep the Founding Director and the Board updated with regular reports.
· Represent MKIAC at meetings and events and be an advocate for our work.
· Take on other tasks related to project coordination and delivery as needed
Person Specification
Experience:
Candidates should demonstrate experience of:
· Successful delivery of community or creative programmes, participatory activity and/or public events.
· Working with diverse communities.
· Successful partnership working with cultural and/or community organisations.
· Working in an Arts Council England NPO or on an ACE funded or other National Lottery funded project.
· Managing budgets up to £250,000.
· Evaluating projects/ public activities.
· Delivering projects and programmes in line with funder grant agreements and reporting process
· Implementing, updating and reviewing key policies, such as health and safety, data protection and safeguarding children and adults at-risk
Skills:
Candidates should demonstrate skills and ability in:
· Motivating and supporting volunteers and freelance / external contractors (e.g. artists).
· Public speaking and delivering presentation in public events.
· Planning with a proven attention to detail and efficient time management in managing multiple deadlines.
· Written and verbal communication
· Utilising social media and other online platforms such as updating websites
· IT - good literacy in Microsoft Office programmes
Qualities:
Candidates should share how they have:
· Interest in community, cultural and creative organisations and activity.
· A positive and friendly working approach.
· A reliable and independent motivation.
· Willingness to travel and to work at weekends and in the evenings when necessary.
· A values-led approach with a commitment to best practice in equal opportunities and to work that strives to community cohesion and intercultural engagement.
Please note that the successful applicant will undergo a DBS Enhanced Check before appointment. 
How to Apply 
[bookmark: _Hlk54636474]If you are interested in working with MKIAC as our Programmes Manager, please email the following documents for the attention of Lynn Simmonds at Art Reach (who is acting as a third-party recruitment agent to this opportunity) on hello@artreach.org.uk:
· a CV (maximum 3 sides of A4) 
· a covering letter (maximum 2 sides of A4) outlining your interest and suitability for the role 
· a completed Equal Opportunities Monitoring Form (Optional) available at: https://www.surveymonkey.com/r/MKIACWFDM2526 
Please include ‘MKIAC Programmes Manager’ in the email subject. 
Looking for flexible working?
At MKIAC we welcome requests for flexible working. This could take the form of part-time hours or a job share. We are also happy to discuss flexible hours and hybrid working, however the postholder will still be required to have a regular presence in the MKIAC office. If you would like us to consider any flexible working arrangements, please make this clear in your application. 
We are happy to accept applications in formats from applicants such as documents (e.g. PDF, .docx, etc.) video or audio files (no longer than 3 to 4 minutes in length).
Deadlines
The closing date is 8:00am Monday 8 September 2025
Interviews will be w/c 22nd September at Milton Keynes College. 
[bookmark: _Hlk54637074]The successful candidate can start in the role from 01 October 2025.  


Equality and Diversity At MKIAC
MKIAC is committed to equality of opportunity for its workforce and eliminating unlawful discrimination. We aim for our workforce to be truly representative of all sections of society and those with whom we support and work closely. We want all our employees, contractors and practitioners to feel respected and able to give their best. 
As an equal opportunities employer, we particularly welcome applications from women and people with global ethnic majority backgrounds as they are currently underrepresented in the cultural sector. 
All appointments will be made on merit of skill and experience relative to the role.
[bookmark: _Hlk54089876]If applying for this post, please consider helping MKIAC to monitor its policy by completing an Equal Opportunities monitoring form available from Art Reach (recruitment agent).
Data Protection
The information that you provide will be held confidentially by MKIAC and its agent, Art Reach, and will not be provided to any other third party without your previous formal consent. 
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