
SWAP’ra seeks a pro-active and experienced General Manager to work with the Senior

Management Team to develop and deliver the SWAP’ra programme, including

fundraising, to provide general administrative support for the charity, and to support

the Board in fulfilling their governance responsibilities. Specific tasks include:

Scheduling regular Senior Management Team meetings, taking minutes and following

up actions;

Coordinating the regular Newsletter/What’s On mailings;

Liaising with the Chair to schedule and run Board meetings, work with the SMT to

prepare papers, take minutes;

Supporting the SMT to develop longer term strategy as well as specific project

proposals and budgets;

Researching and preparing fundraising proposals including budgets;

Providing general administrative support, for example preparing and processing

invoices, payments, subscriptions, banking;

Keeping policies up to date and ensuring compliance with GDPR and other relevant

legislation;

Ensuring Charity Commission reporting is up to date.

This is not an exhaustive list and other duties may be required as mutually agreed.

 SWAP’ra is an inclusive organisation and welcomes applications from people of all

backgrounds, age groups and cultures. This is a home-based role and flexible working

hours can be agreed to accommodate childcare and other responsibilities.

To apply, send a CV, along with a covering note outlining your suitability for the role, to:

cathy@swap-ra.org

G E N E R A L  M A N A G E R  R E Q U I R E D

Job Title:

Hours:            

Tenure: 

Day Rate:                    

Location:                    

Responsible to:           

Closing date:               

Interviews:                  

admin@swap-ra.org  | www.swap-ra.org

Administrator/General Manager

1 day per week of activity, flexibly delivered

Initial 6 month contract with possibility for renewal subject to funding 

£150 - £175

Home working (UK base)

SWAP’ra Board of Trustees

12 October

Online, Week commencing 18 October

mailto:cathy@swap-ra.org


W H O  W E  A R E

Celebrating professional achievements in an

industry where women are underrepresented in so

many areas;

Advocating for working conditions that better

accommodate family and caring commitments;

Challenging preconceptions to improve attitudes

towards women and parents in the arts; 

Providing a friendly and non-judgmental community

that offers peer support together with a forum to

explore practical issues;

Developing a platform for performance and

publicity;

Responding to the impact and implications of Covid

19 both in the short and longer term especially in

the context of the ongoing challenges for women

and parents in opera.

A round table discussion with major opera

companies in 2018; a second round table discussion

for opera companies in 2020, co-hosted with our

Strategic Partner PiPA (Parents and Carers in

Performing Arts); and ongoing discussions with the

industry about best practice.

Speaking engagements focused on gender equality

and family-friendly working practices at venues

including Royal Opera House, Welsh National

Opera, Southbank Centre, BBC Radio 3, Investec

Wealth & Investment Management, Royal Welsh

College of Music and Drama, and the Royal College

of Music.

SWAP’ra is a group of artists who have come together

to build a supportive community to effect positive

change for women and parents in opera. The ultimate

aim is to foster an environment in which women and

parents are enabled to thrive professionally; balancing

a career and family/parenting commitments is actively

supported by companies; and a female CEO, Music

Director, Artistic Director, Conductor, Composer or

Librettist is no longer noteworthy.

We aim to be a voice for women (including trans and

non-binary people) and parents (of all genders) in

opera by:

SWAP’ra operates in three main areas of activity. Our

achievements over the last three years include the

following:

Advocacy & Research: 

Data collection demonstrating the gender

breakdown of senior creative roles in the major UK

opera houses.

SWAP’ra Café has attracted a loyal following and

provides a space (initially live but recently virtual)

where parents and carers can ask for and share

practical advice while also benefiting from peer

support. This has been especially valuable at a time

when the careers of so many have been devastated

by the ongoing restrictions.

SWAP’ra Makes Space is a discipline-specific

network for women in traditionally male-dominated

areas of the industry. Sessions have so far focused

on women in percussion, brass, and stage

management. 

The SWAP’ra Emergency Fund provided much

needed financial support to 11 women severely

affected by job losses caused by the Covid

restrictions in 2020.

A series of inspirational Blogs and Interviews on the

website https://www.swap-ra.org/blog and

https://www.swap-ra.org/interviews.

SWAP’ra launched with a Gala at Opera Holland

Park in 2018 showcasing the talents, both on and

off-stage, of 150 women including directors,

instrumentalists, conductors, singers, stage

managers, composers, librettists and project

managers. 

Forgotten Voices was an online festival celebrating,

highlighting, and making accessible the work of the

many women composers of the past during the

week of International Women’s Day 2021. The

festival launched with a live streamed concert from

the RWCMD.

Mentoring & Peer Support:

A Platform for Performance:

Various other projects are in development, and 2021 will

be a year of significant expansion to SWAP’ra’s output.

We are looking for a trustee who can offer support and

guidance over this period of growth. 
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