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JOB DESCRIPTION – freelance designer/maker facilitator 

Project: Clarion Chance Encounters 

  
This job description is a guide to the nature of the work required of the Freelance 

Designer/Maker Facilitator. It is neither wholly comprehensive nor restrictive and therefore 

does not preclude change or development that will inevitably be required in the future.   
 

Fee £1800 (included 15 session, 3 planning meetings + design & creation time for making of 

the Toolkit) 

 

Information 

Attic’s Participatory Programme works with people of all ages.  

 

Commissioned by Clarion Housing, ‘Chance Encounters’ is a co-design process to create a 

Chance Encounters Toolkit with stakeholders which will facilitate moments of connection 

between isolated elder residents, with the hope of planting seeds for long-term links & 

relationships. Working collaboratively with a team of residents (The Connectors Committee/ 

The Chancer’s), staff, a co-facilitator (Facilitator/ theatre-maker), and Attic’s creative 

engagement producer, you will co-produce a toolkit that will provide older residents (e.g. in 

sheltered housing & supported living facilities) with ideas, resources, instructions or actual 

materials needed to inspire chance encounters in their setting. Through a process of ideas 

generation, testing, feedback and creation, the process will create a physical toolkit (e.g. 

box of materials) which could be rolled-out to other Clarions residences across the country. 

The ability to engage and work with a group of older people will be essential to ensure the 

final product is effective and designed by the people it’s for.  

 

The Freelance facilitator reports to the Creative Engagement Producer, who in turn reports 

to the Artistic Director and General Manager and the Attic Board of Directors.  

 

The Freelance facilitator will have responsibility for the delivery of sessions for the Clarion 

Chance Encounters project.  

 

Through the programme of workshops and trials we aim to - 

 

● Consult, collaborate & co-produce with residents  

● create and test a pack which facilitates chance encounters for use by residents  

● lead trial sessions for the toolkit, working with co-facilitator and residents to improve 

its efficacy  

● implement learning from trial sessions to inform the design, content & roll-out of the 

toolkit in collaboration with the co-facilitator 

 

 

A delivery plan is included below for your information.  
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1.        Company Responsibilities 

● To work with the Creative Engagement Producer and fellow Freelance facilitators to 

create a programme that fits with the aspirations and aims of the company and is of 

the utmost benefit to the residents  

● To represent the company at all times, with host organisations and when required to 

do so, acting on behalf of the company 

 

2. Project Responsibilities 

● The Freelance facilitator will be responsible for the delivery of the Chance Encounters 

project. 

● They will research this area of work to learn more about the underlying issues that we 

are helping to address. 

● They will research into best practice and form a strategy that enables the most 

effective delivery of the project. 

● They will build relationships with the host Organisations, and work with them.  

● They will create the format of the workshops and run them and organise and produce  

the sessions in consultation with the Creative Engagement Producer and their co-

facilitator. 

● They will prepare and deliver the workshops according to the individual needs of the  

group.  

● They will lead the design & creation of the Chance Encounters Toolkit, using their 

experience as an artist/ maker to create a creative, engaging, accessible resource 

for older residents.  

● They will ensure that every workshop has appropriate staffing where relevant. 

● They will prepare monitoring and feedback reports according to the requirements set 

down by the Creative Engagement Producer and the funding bodies of the Chance 
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Encounters project. They will submit these reports to the Creative Engagement 

Producer and General Manager at agreed times. 

● They are responsible for ensuring their DBS check is current (no more than 2 years old). 

 

3. Financial Responsibilities 

● To adhere to realistic budgets and create the toolkit within the allocated budget 

(separate to project fee above) 

● To record all Project expenditure, including petty cash, together with receipts and 

invoices, and present these on a monthly basis to the General Manager. 

 

4. Communication and Accountability 

● To ensure the Creative Engagement Producer, General Manager and Artistic Director 

of the Attic Theatre Company are kept informed about the running of the Project and 

are fully acquainted with any developments. 

 

5.      It is a requirement of the role of Freelance facilitator that they 

● have training and experience in different kinds of facilitation techniques 

● have a qualification in Applied Arts or substantial experience working with diverse 

participant groups. 

● an understanding or experience of co-design/ co-production practice, and a 

commitment to the principles of equity, equality and cultural democracy implicit 

within the process 

● have experience in making and designing high quality and accessible outputs  

● have interest and enthusiasm in helping the project develop 

● are able to work in a small team 

● are comfortable in a leadership role 

● are able to work flexibly 

● are prepared to travel to Merton 

 

 

Attic Theatre Company is an Equal Opportunities employer.  

Attic is a member of ITC and bases contracts with staff on ITC contracts. 

 

Attic Theatre Company 

Mitcham Library 

157 London Road 

LONDON CR4 2YR 

                                                        info@attictheatrecompany.com 

  www.attictheatrecompany.com 
 


