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About Theatres Trust

At Theatres Trust, we know that theatres and all the brilliant cultural 
activities that take place within them help to make us happier and 
more connected human beings.  

Theatres contribute significantly to our 
local economies and make our towns and 
cities vibrant places to live and visit. We 
know theatres improve our mental health, 
create jobs for local people, and provide 
opportunities for young people to grow in 
confidence. In short, there is nothing quite as 
magical as a theatre.   

We believe that everyone, no matter who 
they are or where they live, should have 
access to theatre and experience inspirational 
and transformative live performance. 

But many theatres across the country 
struggle financially just to keep the doors 
open and a number are under threat of 
permanent closure or demolition. The 
challenges facing our theatres have worsened 
over the last few years, with huge increases 
in maintenance and energy costs plus cuts in 
vital funding sources.

This is where Theatres Trust comes in. We 
are the only organisation in the UK that is 
empowered to protect and champion the 
future of every theatre across the country. 
We are a Department of Culture, Media and 
Sport Arm’s-Length Body that advises the 
government on how to support the whole 
of the UK’s theatre sector, from small-scale 
community spaces through to large-scale 

commercial venues. We are also a statutory 
consultee in the planning system in England, 
Scotland and Wales, which means Local 
Planning Authorities must consult us on any 
planning application involving or impacting 
a theatre. We therefore help shape and 
protect the future of cultural infrastructure 
in every part of the country.

We also operate the Theatres Trust 
Charitable Fund, which advocates for 
theatres across the country, provides free 
and impartial expert advice, and awards 
grants to organisations making a difference 
in their community. 

2026 marks the 50th anniversary of 
the Theatres Trust Act being passed 
in parliament. Led by our CEO Joshua 
McTaggart, Theatres Trust is now looking 
to the next 50 years, envisioning a 
reinvigorated future where our organisation 
plays an even more impactful role in shaping 
and stewarding the future cultural heritage 
of our country. To find out more, visit  
https://www.theatrestrust.org.uk/

https://www.theatrestrust.org.uk/


Services and Programmes Coordinator

Overview of job role

The Services and Programmes Coordinator 
is a new fixed-term role, October 2026 to 
April 2027, created to support Theatres 
Trust through a period of organisational 
transition. The Coordinator will play a central 
role in coordinating our grants, planning and 
advice services, ensuring enquiries, statutory 
consultations and other outward-facing work 
are managed efficiently and progress through 
our systems in a timely and accurate manner. 
This is a practical, organised role for someone 
who enjoys bringing order to busy workflows, 
using systems effectively, and making sure 
colleagues and our users receive responsive, 
high-quality administrative support.

The Coordinator will monitor select shared 
inboxes and be the first point of contact for 
grants, planning and advice enquiries. They 
will ensure enquiries contain the information 
needed, log and track work through 
Salesforce, send routine responses, signpost 
enquirers to the right resources, and escalate 
more complex queries to specialist colleagues 
when needed.

This role is not expected to provide specialist 
theatre building or planning advice. Instead, the 
Coordinator will play a vital part in keeping our 
enquiry process running smoothly, ensuring 
people receive timely support while enabling 
specialist colleagues to focus on the cases 
where their expertise has the greatest impact.

The Coordinator will also support grant 
administration and event delivery, prepare 
papers and coordinate actions for a weekly 
casework meeting and produce key reports 
on service demand, activity and performance. 
As this role has been created to support 
a period of organisational transition, 
you will also have the opportunity to 
identify recurring issues, suggest practical 
improvements and help shape more  
effective ways of working  
for the future.



KEY DUTIES AND RESPONSIBILITIES 

Enquiries and first-line coordination  

•	 Monitor agreed shared inboxes and enquiry 
form submissions, including general 
enquiries and planning notifications, 
and ensure urgent or statutory matters 
are identified and routed promptly.

•	 Act as the first administrative point of 
contact for new enquiries, providing 
a helpful and professional service. 

•	 Check that submissions contain the 
information needed for triage, request 
missing information, and keep the 
enquirer informed about the next step.

•	 Apply agreed routing and priority 
guidance, issue approved routine 
responses and signposting and refer 
matters requiring professional judgement 
to the appropriate colleague.

•	 Redirect new requests received 
through individual staff members into 
the managed enquiry route, helping 
ensure a fair and consistent process.

•	 Track open enquiries, follow up outstanding 
actions and ensure responses, outcomes 
and case records are completed accurately.

CRM, records and management information 

•	 Create and maintain accurate Salesforce 
records for enquiries, consultations, grants, 
and related activities 

•	 Maintain data quality so that Salesforce 
remains the authoritative record of activity 
and casework.

•	 Record agreed management information, 
including the route taken, response time, staff 
or specialist input, external cost and follow-up 
outcome.

•	 Produce simple, regular reports on enquiry 
volumes, sources, themes, routes, response 
times, workload and outcomes.

•	 Handle personal, organisational and 
commercially sensitive information in line with 
data protection requirements and internal 
procedures. 



Weekly enquiry and casework meeting 

•	 Prepare and circulate the agenda and 
supporting report for the weekly enquiry and 
triage meeting, allowing colleagues time to 
review relevant cases in advance.

•	 Gather updates, identify missing information 
and flag matters that need a decision, escalation 
or specialist input.

•	 Keep an accurate record of decisions, 
actions, owners, and deadlines, and follow up 
outstanding actions after the meeting.

•	 Maintain the link between the meeting record 
and the relevant Salesforce case records, 
including any escalation and outcomes. 

Grants and programme administration 

•	 Support the administration of grant 
programmes, including logging applications, 
maintaining records, preparing routine 
correspondence and updating trackers.

•	 Communicate application outcomes and 
follow-up requirements clearly and sensitively, 
including successful and unsuccessful decisions.

•	 Support the collection of monitoring, 
feedback and outcome information from grant 
recipients and programme participants.

•	 Provide practical coordination support 
for related programme activity, schedules, 
documents and communications.

Webinars and events 

•	 Coordinate the administration of external 
webinars and events, including registrations, 
invitations, joining information, attendance 
records and follow-up communications.

•	 Respond to routine participant queries and 
help coordinate accessibility requirements, 
speakers, materials and event information.

•	 Update relevant systems with attendance, 
feedback, outputs and follow-up actions. 

Systems, learning and team contribution 

•	 Help to test and refine enquiry forms, inbox 
rules, standard responses, templates, CRM 
reports and meeting processes during 
the period of organisational transition.

•	 Identify recurring questions, demand 
patterns, bottlenecks and data-quality issues, 
and suggest practical improvements.

•	 Maintain clear process notes, templates 
and checklists so that agreed ways of 
working are easy for colleagues to follow.

•	 Work collaboratively across the organisation, 
sharing relevant information and 
contributing to an inclusive, supportive 
and learning-focused culture.

•	 Undertake other coordination tasks closely 
related to the purpose of the role, as  
priorities develop and are agreed  
during the Transition Period.



PERSON SPECIFICATION

Skills

•	 Excellent organisational skills, with the 
ability to manage multiple priorities, 
deadlines and workflows while maintaining 
accuracy and attention to detail. 

•	 Strong digital and administrative skills, with 
confidence using Microsoft 365 and the 
ability to quickly learn and use Salesforce or 
other CRM systems to maintain records and 
produce reports. 

•	 Clear and professional communication skills, 
with the ability to adapt communication for 
different audiences, apply agreed advice 
principles and recognise when to escalate 
more complex enquiries. 

•	 The ability to organise data and produce 
clear, effective reports that help colleagues 
understand activity trends and make 
decisions.

•	 A collaborative and service-focused 
approach, with the ability to work 
effectively across teams and handle 
confidential or sensitive information with 
discretion.

Experience

•	 Experience of coordinating administrative 
processes, this may have been gained 
through paid work, volunteering, a 
placement, an internship or education.

•	 Experience of using Salesforce, or a 
comparable CRM or database, to record, 
update and retrieve information accurately.

•	 Experience of managing or supporting a 
shared inbox, responding to routine enquiries 
or routing requests to the right person.

•	 Experience of preparing meeting papers, 
recording actions and coordinating follow-up.

•	 Experience of supporting webinars, events, 
grant programmes or comparable outward-
facing activity would be helpful but is not 
essential.

Knowledge

•	 An understanding of good administration, 
data quality, and the value of clear, 
consistent processes.

•	 An understanding of good customer service 
and inclusive, accessible communication.

•	 An awareness of best practice for 
confidentiality, data handling, and data 
protection.

•	 An interest in the work of Theatres Trust 
and the contribution theatre buildings 
make to live performance, civic life and 
community benefit.

•	 Knowledge of the theatre, cultural, charity 
or public sectors would be useful but is not 
essential. Specialist knowledge of theatre 
buildings or planning is not required.



TERMS AND CONDITIONS

Job Title Services and Programmes Coordinator

Responsible to Services and Programmes Manager

Working with National Planning Advice Manager, Head of Transformation

Contract type Full-time, Fixed term contract starting ASAP / no later than 
12 October 2026, until 30 April 2027, with the potential to 
extend with notice. 

Working Hours 35 hours per week 

Usual office hours are Monday – Friday, 9.30am-5.30pm with 
an informal flexi-time system in operation with core hours 
from 10.00 am to 4.00 pm. Very occasional weekend and 
evening work may be required. There is no overtime provision, 
but the Trust operates a time off in lieu (TOIL) system. 

Work Base 22 Charing Cross Road, London, WC2H 0QL.

Theatres Trust operates a remote working policy, with a current 
minimum of 2 days in the office per week. One will usually be 
for all-staff meetings (currently Wednesdays) plus at least one 
other day to suit your work as required.   

This is reviewed annually. 

Salary £32,500 per annum 

Paid monthly by PAYE

Benefits Theatres Trust offers a group personal pension scheme where 
the employee contributes a minimum of 2% and the employer 
contributes 6%. Employees are eligible to join the scheme 
after their first three months of employment.

Training and development opportunities.

Annual Leave Full-time holiday entitlement is 28 days per annum plus Bank 
Holiday, plus additional paid holiday during office Christmas 
closure, 25 December – 1 January inclusive. 

Probation Period 8 weeks

Notice period One week during probation period, two months thereafter



HOW TO APPLY 

To apply, please send your CV and a cover 
letter of no more than two A4 pages each, 
along with a completed Equal Opportunities 
monitoring form, by email to:   
info@theatrestrust.org.uk 

Please use the subject line ‘Services and 
Programmes Coordinator Application’. 

Please don’t include headshots or photos of 
yourself in your application. Your name and 
contact details will be redacted before your 
application is passed to the shortlisting panel.  

Deadline for applications: 10am Monday 14 
September 2026

Interviews will take place at the Theatres 
Trust offices on 24 to 30 September tbc. 
Please indicate your potential availability for 
interviews during this week in your application.

We are committed to being an equal 
opportunities employer and actively encourage 
people from a wide variety of backgrounds, 
experience and skills to join us and influence 
and develop our working practice. We 
particularly encourage applications from Black 
and global majority people, and candidates 
who self-identify as disabled. All candidates 
who self-identify as disabled and who 
demonstrate that they meet the minimum 
criteria will be invited for an interview, in line 
with the Equality Act 2010.

If you have any questions or would like to 
discuss the role and organisation before 
applying, please contact Tim McNiven 
info@theatrestrust.org.uk and we will 
respond or pass on your questions or 
discussion requests to the hiring manager 
as appropriate.

Use of AI

We want to understand each candidates 
skills, experience, and perspectives, so we 
encourage you to complete your application 
using your own words. While generative 
Artificial Intelligence (AI) can be a useful 
tool for exploring ideas or structuring 
responses, applications that rely heavily on 
AI-generated content can appear generic 
and make it difficult for us to assess your 
individual experience.

If you choose to use AI during the 
application process, please use it only as 
a tool to help draft and structure your 
ideas, check your spelling and grammar, 
and guide your writing, while ensuring 
the personal experiences are entirely 
your own words. Responses that do not 
demonstrate your own voice may affect 
how your application is assessed and 
could result in it not being progressed.

mailto:info@theatrestrust.org.uk
http://info@theatrestrust.org.uk

