
  

  

 

     

    

 
 

SCHOOLS PROJECT MANAGER 
 

JOB DESCRIPTION  
 
Children’s theatre company Eco Drama are recruiting for a Schools Project 
Manager to join its small, hardworking team based in Glasgow.  
 

Schedule:    Part-Time; 28 hours per week  
   Preferably worked over 4 days Monday-Thursday  
   Flexible role with potential for annualised hours* 
 
Salary:  £25,000 pro-rata 
 
Reports to:  Producer  
 
Annual Leave:        28 days per annum including public holidays (pro rata) 
 
Benefits:  Pension scheme offered 
 
Place of Work:       Studio 236, The Briggait, 141 Bridgegate, Glasgow, G15HZ.  

Working from home until covid restrictions allow a return. 
 
Contract Period: April 2021 – March 2022 initial fixed term contract, with the 

potential for extension until March 2023 and beyond pending 
funding confirmation. 

 
The post will be offered to the successful candidate after receipt of two satisfactory 
references and is subject to a satisfactory 3 month probationary period and 
appraisal, with an annual review. 
 
* As the role is centred largely around Eco Drama’s school projects, the role could, 
for example, work shorter weeks and/or take more time off during the school 
holidays when it is quieter for this role, and then work increased hours/some full-time 
weeks during term time, upon agreement with the Eco Drama team. For the right 
person, the company is open to discussing a schedule of work that suits both parties.  
 
CONTEXT 
 
Eco Drama is an inventive and environmentally focused children’s theatre company 
working in school and community settings, theatres and festivals across Glasgow, 
Scotland and the UK.   

 
Studio 236, The Briggait 
141 Bridgegate 
Glasgow 
G1 5HZ 
 
www.ecodrama.co.uk  
 

http://www.ecodrama.co.uk/


  

We are passionate about making quality theatre and creative learning experiences 
for children and young people which nurture a sense of curiosity, wonder and care 
for our natural world and remind us we are part of an amazing living planet. 
 
We are currently embarking on a new project throughout 2021-2023 which will 
collaborate with children, young people and their wider communities across 
Glasgow, supported in part by the Glasgow Communities Fund. 
 
Over the next two years the company will develop and deliver a diverse programme 
of theatre productions, creative learning projects, continued professional 
development and arts-based community food growing projects that engage and 
inspire people of all ages about the natural world and our place within it. As well as 
engaging in theatre and arts activities, the work will support and encourage 
communities to take positive, practical action to develop and improve local green 
spaces, inspire positive thinking about tackling the climate crisis, and enhance 
everyday experiences with nature.  
 
The programme includes 3 strands: 
 
1. Pollok Grows Together / The Forgotten Orchard project: a local food growing  
and green space empowerment project combining the arts with practical community 
led action. With the support of local organisations, Eco Drama will develop and 
deliver a series of creative community engagement sessions and events with and for 
people of all ages across Pollok, exploring underused greenspaces and sites in the 
area and building on previous consultation. The project aims to work with community 
members to plant a new community orchard, and/or series of mini orchards across 
Pollok, and up to 15 smaller orchards across the wider city in primary school 
playgrounds and community venues. Eco Drama’s production The Forgotten 
Orchard will tour to schools and community audiences throughout the project to 
engage, inspire and support the planting of the orchards. 
 
2. Out to Play: an arts-based outdoor learning project collaborating with schools 
across Glasgow, with a focus on disadvantaged areas. Since 2015, Out to Play has 
delivered creative outdoor learning residencies with 25 schools and nurseries across 
the city, reaching over 4,000 children and 550 teachers and early years practitioners 
to date and will continue reaching more schools throughout 2021-23. Out to Play is 
delivered as a 5 week residency in school playgrounds and works to creatively 
engage children of all ages with learning for sustainability topics and deepen their 
connection with nature, with a strong teacher CPD element supporting the project. 
 
3. Eco Drama on Tour: theatre productions and workshops that inspire children and 
young people about the natural world, support creative learning about sustainable 
living, and nurture a greater connection to nature. Productions include The Worm – 
An Underground Adventure, The Whirlybird and The Forgotten Orchard, plus 
creative learning workshop Recycling Heroes, all planned for delivery in schools and 
nurseries across Glasgow once covid restrictions allow. Eco Drama’s touring 
productions are delivered in a van run on bio diesel made from recycled vegetable oil 
and an electric car, reducing CO2 emissions by 85%. 
 
 



  

ROLE SUMMARY 
 
The Role 
 
The Schools Project Manager is an exciting and integral role to Eco Drama’s team, 
responsible for administering our schools touring programme and creative learning 
projects. The role is wide-ranging with main duties including Project Management, 
Administration, Marketing and Monitoring and Evaluation.  
 
The Schools Project Manager will work independently and collaboratively with a 
small team of core staff - the Artistic Director and Producer, plus a team of freelance 
Performers, Workshop Leaders and Drama Artists. The Schools Project Manager is 
the main contact for all of our school and education relationships and is responsible 
for maintaining existing relationships and generating new contacts. 
 
The role offers the opportunity for an organised and motivated individual to make a 
significant impact within a small organisation, enabling the Company to develop and 
present ambitious projects both locally and nationally. 
 
Person Description 
 
The role requires an efficient and resourceful administrator who can hit the ground 
running with booking, managing, promoting and evaluating our schools projects. 2 
years of administrative experience in a similar context is essential, and an 
understanding of the school system is desirable. 
 
You will be proactive, organised and conscientious, with strong administrative skills 
and a flair for paying close attention to detail. You will be personable, have strong 
written and verbal communication skills, excellent computer skills, and the ability to 
work independently and manage your time to meet deadlines. 
 
We are looking for a committed individual who wants to develop with the company as 
it undertakes exciting new projects in the coming years. An interest in the ethos and 
work of Eco Drama is essential, as is an eagerness to undertake a varied workload 
within this small, hardworking and motivated company.   
 
Job Purpose 
 

• To develop and maintain good working relationships with schools in order to 
deliver the objectives of our projects.  

• To plan and manage all bookings for our school touring programme and 
schedule and manage creative learning residency project Out to Play, as well 
as coordinating teacher training sessions and meetings.  

• To promote our programme to schools, councils and other relevant 
organisations that will help raise the company’s profile and increase our 
reach.  

• To administer all qualitative and quantitative evaluation data from participants, 
compile evaluation reports, and assist with reporting procedures to funders. 

 
 



  

KEY RESPONSIBILITIES 
 
Project Management 
  
Working closely with the Producer; 

• Strategically plan and manage school & community projects, tours and bookings 

• Coordinate teacher training sessions and meetings 

• Create and distribute realistic tour and project schedules 

• Maintain company project calendar, ensuring school dates align practically with 
venue and festival tour dates 

• Maintain and develop good working relationships with schools via email/ phone, 
and when required face to face visits/meetings with the Producer or AD. 

• Deal with general enquiries via phone and e-mail 

• Coordinate schools and community freelance project staff, fostering positive 
working relationships 

• Prepare clear, visual information sheets and documents 

• Administer supporting educational materials and classroom activity packs  

• Administer evaluations and other monitoring methods to all schools as required 
throughout projects and tours 

• Prepare quotations and invoices  

• Some ordering of props and equipment for projects and tours 

• Liaise with the Producer and Artistic Director about projects on a regular basis, 
ensuring the project outcomes are being met 

Marketing and Communications 
 

• Work with the Producer and Artistic Director to agree marketing and 
communications plans 

• Promote school projects and tours predominantly through direct email campaigns 
and telephone 

• Design visually exciting email correspondence 

• Create and distribute newsletters  

• Maintain the mailing list and school database lists 

• Research and build connections with councils and external organisations 

• Promote and raise the profile of our schools projects throughout Scotland 

• Update social media and other relevant sites 

• Contribute to updating the website using Wordpress 

• Manage the company’s profile on Creativity Portal/Glow 

• Attend networking /training courses/relevant events 
 
Monitoring and Evaluation  
 

• Develop evaluation forms and monitoring procedures 

• Administer and log all qualitative and quantitative data from projects 

• Working closely with the Producer, compile evaluation reports for specific 
reports as well as annual reports 

• Manage and input data into regular reports to funders and stakeholders 



  

PERSON SPECIFICATION  

Candidates must have the following skills and attributes and be able to evidence 
these in the application and at interview: 
 

Essential Desirable  

 

• Strong administrative background 
with minimum 2 years’ experience 
within an arts or educational 
organisation, or similar experience 
coordinating creative/educational 
projects 
 

• A high level of IT literacy, proficient 
in Microsoft Word, Excel and 
Outlook  

 

• Excellent written and verbal 
communication skills  
 

• Excellent planning and 
organisational skills, with ability to 
create and maintain new and 
effective systems  

 

• Experience in designing visual 
promotional mail outs and visual 
html e-newsletters (i.e. on 
Mailchimp or similar package) 
 

• Marketing and networking skills 
 

• Monitoring and evaluation 
experience, including reporting on 
qualitative and quantitative data. 

 

• Ability to work proactively, under 
pressure and meet deadlines 

 

• Enjoy working in a small team and 
strong working independently 

 

• Good problem-solving skills 
 

• An interest in children’s theatre, 
creative learning and the place of 
drama and creativity within 
education 

 

 

• Previous experience of 
working in a similar capacity 
with a theatre company or 
organisation supporting 
creative work for children 
and young people in 
schools and community 
contexts 
 

• Knowledge of the Scottish 
education system/ 
Curriculum for Excellence 

 

• An interest in current 
environmental ideas and 
thoughts  

 

• Experience of updating 
websites using Wordpress 
 

• Experience using a design 
package such as Canva, 
Photoshop or similar 
 

• Some experience of 
financial processes such as 
quotes and invoicing  

 

• The confidence to represent 
Eco Drama in public 
contexts 
 

• Interest in socially 
purposeful projects working 
at a grass roots level 

 

• Knowledge of safeguarding 
and child protection issues 
 



  

APPLICATION PROCESS 

 

Please complete the following forms, which are available to download online from 

the News page at www.ecodrama.co.uk:  

 

• Candidate Contact Form 

• Application Form   

• Equal Opportunities Monitoring Form 

 

Please submit the forms by email to: recruitment@ecodrama.co.uk 

 

The timescale for the position is as follows: -  

 

Application Deadline:  Wednesday 17th February 2021 at 5pm 

Interview Dates:  2nd or 3rd March 2021 

Contract Start Date:  1st April 2021 

Contract End Date:  31st March 2022 

(with potential to continue beyond) 

 

If you would like to discuss the position please feel free to email the Producer, Nina 

Doherty at: nina@ecodrama.co.uk or call the office on 0141 552 9920. 

 

We look forward to receiving your application.  

 

Yours Sincerely    

 

       
 

Emily Reid        Nina Doherty 

Artistic Director      Producer 

 

 

 

 

 

 

 

 

 

http://www.ecodrama.co.uk/
mailto:recruitment@ecodrama.co.uk
mailto:nina@ecodrama.co.uk


  

 
 
COMPANY BACKGROUND 
 
Eco Drama is an award winning children’s theatre company delivering theatre 
productions, workshops and creative learning projects in schools, nurseries, 
theatres, community venues and festivals across Scotland and the UK, touring in 
an electric car and eco van run on recycled waste cooking oil, reducing CO2 
emissions by 85%. Our vision is that the arts, in particular drama, storytelling and 
theatre, become increasingly recognized as powerful tools through which we can 
explore and re-imagine our relationship to the natural world. 

We make work for children, young people, their families and wider communities and 
deliver work locally in Glasgow, across Scotland and the UK. The company also 
create educational resources, deliver continued professional development sessions 
for teachers and early years practitioners and deliver arts-based community events. 
We aim to link arts and cultural experiences with positive practical action for the 
environment, for example, by supporting schools and communities to plant orchards 
and these activities are embedded into the artistic and strategic design of our work.  

The organisation was founded in 2007, and to date has worked with over 86,000 
children and young people and their communities. Eco Drama has a proven track 
record of managing and delivering innovative projects, from small scale projects 
lasting for a few months to large-scale 3-4 year projects. For example, our Scottish 
Government Climate Challenge Fund project 2012-15 worked across over half of 
Glasgow’s primary schools and wider communities, reaching 25,353 beneficiaries 
with community led arts-based learning, touring theatre, workshops and practical 
growing projects. Our latest project Out to Play, funded in part by the Esmée 
Fairbairn Foundation, is a multi-year project delivering arts-based outdoor learning 
residencies in partner primary schools and nurseries in disadvantaged areas across 
Glasgow. Since the pilot in 2015 and throughout the 4 year project 2017-21 we have 
been working in-depth with over 4,000 children and young people and over 550 
teachers, collaborating with and supporting partner schools to embed arts-based 
outdoor learning as a regular part of the school’s timetable. 

Eco Drama have 13 years’ experience working with partner schools, nurseries, 
venues and diverse communities, delivering quality theatre productions, creative 
learning experiences and innovative growing projects. To date, Eco Drama has been 
instrumental in planting 43 school orchards and 1 community orchard across greater 
Glasgow with 171 Scottish heritage fruit trees, alongside inspiring community 
engagement via our associated production The Forgotten Orchard. We have also 
delivered projects that grow and develop innovative garden spaces whilst creatively 
engaging people of all ages with local food growing, sustainability themes and which 
encourage greater care of the natural world and community spirit. For example, Eco 

http://www.ecodrama.co.uk/productions/
http://www.ecodrama.co.uk/productions/
http://www.ecodrama.co.uk/workshops
http://www.ecodrama.co.uk/projects/
http://www.ecodrama.co.uk/green-touring/


  

Drama was the lead organisation involved in creating Townhead Community 
Orchard in collaboration with the newly built Townhead Village Hall and local 
community. Eco Drama also delivered The Living Stage project in Glasgow – an 
award winning global participatory arts and food growing project developed by 
Australian designer and ecoscenographer Tanja Beer, which Eco Drama designed 
and developed with 4 school communities across Glasgow in 2015, and which went 
on to win Glasgow City Council’s Environmental Initiative award in 2016. 

Most recently throughout 2020, adapting to covid restrictions, we have been 
fortunate to continue delivering the fourth year of our current Out to Play project in 
school playgrounds across Glasgow, as well as a new digital arts and climate 
change project with secondary pupils Future Calling. We have also continued 
delivering our programme of continued professional development for teachers and 
early years practitioners both outdoors and digitally, supporting education staff to 
develop their creative outdoor learning practice. 

We are passionate about: 

Creating Quality Theatre & Creative Learning Experiences 

Our goal is to create high quality, meaningful work that inspires greater awareness of 
nature and reminds us we are part of an amazing living planet. Our productions and 
projects are unique in that they join up arts experiences with positive, practical action 
for the environment. 

We believe all humans are born ‘ecocentric’ but that these values can often drop 
away as we grow older. We are privileged and excited to make work with and for 
children & young people in hope of nurturing compassion for the natural 
world, ensuring it remains a core value in the way we live our lives. 

Collaboration & Community 

We believe that joining forces with experts in the fields of outdoor learning, 
horticulture and education strengthens the quality and sustainability of our 
performances and projects. We also seek out opportunities to work in the heart of 
communities, in partnership with other arts, community and environmental 
organisations. 

Our productions tour regularly to theatres, festivals and public venues whilst 
maintaining a strong focus on touring the very same work in schools. We are proud 
to deliver theatre to children in their local communities and schools, ensuring that 
creative experiences reach children and young people regardless of their location or 
socio-economic background. 

Evaluation & Research 

We are committed to evaluating the impact of our performances and projects with 
the young people and communities we work with. We build monitoring, evaluation 
and reflective practice into all of our activities to maintain the quality of the work, 

http://www.ecodrama.co.uk/projects/townhead-community-orchard/
http://www.ecodrama.co.uk/projects/townhead-community-orchard/
http://www.ecodrama.co.uk/productions/uprooted/
http://www.ecodrama.co.uk/projects/out-to-play/
http://www.ecodrama.co.uk/projects/future-calling/
http://www.ecodrama.co.uk/workshops/out-to-play-cpd-workshop/


  

provide evidence and share learning on the impact and value of theatre and arts-
based learning. 

We also involve children and young people in the development of our productions 
and projects, enabling us to tailor our work to suit specific audiences and enhance 
the arts experience. 

To read a selection of reports visit the Evaluation page of the website.  

For full details of our work please visit 

www.ecodrama.co.uk 

 

 

 
 
 

Eco Drama is a Company Limited by Guarantee registered in Scotland and recognised as a Scottish 
Charity. Company No. SC347906. Charity No.SC043920  

http://www.ecodrama.co.uk/resources/evaluation/
http://www.ecodrama.co.uk/

