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Cryptic is looking for an enthusiastic and ambitious Project Manager to join our small team. The 

successful candidate will deliver Cryptic’s artistic programme including Cryptic Nights, Cryptic 
Artists and Sonica in collaboration with the rest of the team. We are looking for someone who 

values excellence and can demonstrate good experience of project and budgetary 
management and fundraising.  
 

This is an exciting opportunity for someone who welcomes new challenges and who operates with 
integrity and openness to be part of the Cryptic team supporting the development of artists.  

 
Application Deadline:  12 noon GMT Monday 15 March 2021 

Interviews: 30/31 March 2021 on zoom 

 
 

Reporting to:           Producer  

Responsible for:  Administrator, placements, volunteers, freelance artists & contractors. 

 

Outline:  

The Project Manager is an integral position within Cryptic and will contribute to the development 

and delivery of Cryptic’s mission and artistic programme.   
 
 

About you: 

An experienced professional who has a track record, preferably in an arts and cultural context, in 

both developing and delivering projects and securing funding. 
 
Have a passion for music, audio visual and visual arts - you will understand the ways in which it 

can bring joy, health and wellbeing to so many. 
 

You’ll work best when collaborating with others and have demonstrated how you have built long 
term relationships with individuals to deliver results. 

 
You’ll know how digital tools and technology can help in project delivery and relationship 
management and have enough experience of these to know what would work in our context. 

 
Have an understanding of the benefits that diversity brings. You’ll actively seek out new 

perspectives and ideas and have a track record of removing the barriers that people and groups 
face. 
 

Be ambitious and keen to learn more. You’ll be excited by the opportunity to contribute to the 
success of an international organisation and the creative sector, and through contributing 

develop your own skills further. 
 

We particularly encourage people from underrepresented communities to apply, including but 
not limited to disabled people, those who are D/deaf, Black/+ People of Colour, those from 
minority ethnic communities, those who are part of the LGBT+ community, and all those who feel 

their voices are not commonly represented. 
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Project Management and Delivery 

• Working in close conjunction with the Producer & Artistic Director managing the successful 

delivery of Cryptic’s Artistic Programme including fostering and building partner 

relationships and maintaining daily dialogue with venues, managers, artists, companies 
and promoters. 

• Liaising with technical teams to ensure the delivery of projects plus artists’ welfare. 

• Managing and administrating contracts in relation to Cryptic’s programme, keeping 

accurate records and ensuring timely sharing of information to the team and partners to 

ensure smooth delivery of Cryptic’s programmes. 

• Budgeting for project delivery and reporting accordingly. 

• International and UK tour management when required. 

• Budgeting and organising national and international accommodation and travel 

arrangements for all company members and visiting guests/artists, producing travel 
schedules and per diem request sheets. 

• Preparing and processing visa applications, carnets and Certificates of Sponsorship for 

company members and international artists. 

• Welcoming visiting guests/artists – meeting at airports etc. and preparing & supplying 

welcome packs.  

• Working with the Head of Marketing and Communications to ensure effective 

communications of all production and touring related information. 

• Recruiting and training of volunteers and managing open calls.  

• Managing the company store. 

 
Funding & Sponsorship 

• Assisting in fundraising including public and private funding applications and leading on 

reporting. 

 
Finance 

• General finance and liaising with Finance Manager.  

 

Staff Development 

• Managing, supervising and training of Administrator, placements and internships. 

 

Other 

• Networking at events.  

• Attending company events including first nights. 

• Contributing to the overall development of Cryptic. 

• Keeping up to date with developments in the arts. 

• A strong personality and sense of humour is essential. 

• Developing, implementing and championing Cryptic’s Green Policy. 

• Complying with all legislative, regulatory and company policy requirements as appropriate. 

• Demonstrating the value and importance of equality and diversity in every aspect of 

Cryptic’s work, and showing commitment through everyday practice in the role.  

 
This job description is a guide to the nature of the work required of the Project Manager.  It is not 

comprehensive or restrictive and may be reviewed with the post holder as required. 
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PERSON SPECIFICATION 

We’re looking for a candidate who can demonstrate all of the essential requirements. 
 

Essential  

• At least five years’ experience in arts project management.  

• Experience of managing budgets and resources. 

• Experience of successful fundraising and reporting. 

• Willingness to travel throughout UK and Internationally. 

• Knowledge of & eagerness to learn about Scottish/ international contemporary arts. 

• Confidence and good networking skills. 

• Ability to work in a team, be self-motivated and a problem solver, exercising tact and 

tenacity. 

• Strong organisational skills and experience of motivating and developing staff.  

• Ability to work under pressure and manage conflicting priorities whilst working at a fast 

pace. 

• Attention to detail.  

• Sound numerical and financial ability. 

• IT skills including Word, Excel, Keynote/PowerPoint, Outlook, macmail. 

• Commitment to equal opportunities and access to the arts for all. 

• Enthusiasm and passion for the arts.  

 
Desirable 

• Language skills. 

• International arts experience and a good working knowledge and network of contacts. 

• Experience working with a touring arts organisation 

• Experience of representing an organisation in public. 

• Driving Licence. 

 
 

Terms and Conditions 

 

Salary: £30,000 

 

Contract: Full time which will be offered on a three month probation period after which a review 

will take place. 
 

Hours:  9.30am to 6.00pm Monday to Friday. Given the nature of this post some evening and 

weekend working will be required.   
 

Place of Work: Cryptic office in Glasgow. Working from home will be expected and encouraged 

in accordance with government safety restrictions. Work in other locations as required. Cryptic is 
committed to flexible working with the aim of meeting both its and employees’ needs including 

home working or working in another location, some of the time;  Compressed hours and core 
hours with flexible start and finish times.  This post is not suitable for job share.  

 

Holiday 

Cryptic’s holiday year runs from 1 January to 31 December. The basic annual holiday entitlement 

with pay is 20 days per year in addition to 11 designated public holidays.  Annually an extra one 
day’s holiday is accrued per full year of employment, up to a maximum of 5 days.  
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Overtime: No overtime is payable but will be given as Time off in Lieu with the agreement of your 

Line Manager in advance. 

Data Protection: If you apply for a job at Cryptic, we will need to collect certain personal data 

and special category data as part of your application. By providing information within your 

application, you are consenting to its use for the purpose of processing your application and 
assessing your suitability to the position applied for. If your application is unsuccessful, our policy is 

to delete/destroy the application six months after the closing date. If we feel that your details 
would be useful to keep for a longer period, should an appropriate position arise in the future, we 
will seek your permission to maintain these records for longer than six months.  

 
Notification: Whilst it is normally our policy to notify applicants as to the outcome of their 

application as soon as possible after the closing date, it is not always possible to do so. If you have 
not heard from us within four weeks of the closing date, please assume that your application has 
not been successful. 

 
If you have any queries please email info@cryptic.org.uk  

Hard copy applications for the role will not be accepted because of pandemic-related postal 

disruption and temporary closure of the Cryptic office. 

If you require the application form or job description in a different format (e.g. printed, large print, 

plain text etc.) please contact info@cryptic.org.uk 

Cryptic is an equal opportunities employer and we are committed to promoting diverse, equal 

and inclusive spaces and welcome applications from people of all sectors of the community.  This 
post is supported by Creative Scotland 

We look forward to receiving your application and thank you for your interest in Cryptic. 
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