
A B O U T  U S

Teaċ Daṁsa is a dance and theatre company rooted on the cliffs of the 
West Kerry Gaeltacht, creating work shaped by the wild energy of its 
surroundings. Our work celebrates movement, music, and ritual, crafting 
transformative experiences that deepen connections with ourselves and 
bring us closer to each other. Committed to empathy and authenticity, 
Teaċ Daṁsa has built a unique reputation for powerful and intimate 
performances that resonate globally - from Ireland’s Atlantic coast to 
stages across the world.
	 Our beautiful home overlooks the Atlantic Ocean and is a base where 
artists from around the world gather to create new work. Part rehearsal 
space, part artistic home, part company HQ, it is where our productions 
are developed; workshops and residencies are hosted; artists can enjoy 
the opportunity offered to explore and play; communities come together 
to dance; and new ideas are given the time and space to grow.
Michael Keegan-Dolan is the founder of Teaċ Daṁsa (est. 2016) and a 
leading voice in contemporary dance-theatre. Michael rose to acclaim 
as the artistic director of Fabulous Beast Dance Theatre (1997–2015). His 
work is raw, lyrical, and affecting.
	 With Teaċ Daṁsa, he has continued to explore the power of 
collaboration and place through critically acclaimed productions, such 
as Swan Lake – Loch na hEala, MÁM, How to be a Dancer in Seventy Two 
Thousand Easy Lessons, Nobodaddy and 1975 Naoi Déag Seachtó Cúig.

Production
Coordinator

Job Title	 Production Coordinator

Hours	 Full-time, 37.5 hours per week

Working pattern	 Typically, Monday-Friday, with some flexible working hours to reflect the 
needs of the company and the individual. 
	 Teaċ Daṁsa operates a flexible hybrid working model. While much 
of the role can be undertaken remotely, the postholder will be expected 
to spend time at An Ghlaise Bheag and the company offices in Dingle 
when needed. The specific working pattern will be agreed with the 
successful candidate.

Reports to	 Executive Director
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Job Description



	 A former associate artist at Sadler’s Wells and the Barbican Centre 
in London, Michael also teaches and leads workshops locally and 
internationally, sharing his experience and creative practice with artists 
at home and around the world.

J O B  D E S C R I P T I O N

The Production Coordinator supports the day-to-day running of Teaċ 
Daṁsa across administration, touring logistics, financial administration, 
communications and production coordination.
	 This is an important and varied role within a small company. It helps 
ensure that Teaċ Daṁsa’s work is well organised, well communicated 
and delivered with care. 
	 The postholder supports the planning and coordination of 
performances and touring activity in Ireland and internationally, 
helps maintain effective administrative systems, and provides day-
to-day support to the Artistic Director, Executive Directors, Producer 
and Building Manager in the delivery of the company’s artistic and 
operational activity.

K E Y  R E S P O N S I B I L I T I E S

Production and touring
— Support the Producer, Production Manager and Executive Directors 

in the planning and coordination of performances, projects, 
residencies and tours in Ireland, internationally and at An Ghlaise 
Bheag, helping to ensure that logistical arrangements are delivered 
efficiently and within agreed budgets.

— Work with the Building Manager to support activity at An Ghlaise 
Bheag, including artist residencies, workshops, events and visiting 
companies.

— Work closely with the company’s travel agent and other suppliers to 
arrange flights and other travel requirements.

— Support visa applications and other travel documentation where 
required.

— Make arrangements for per diems and other tour-related payments 
when required.

— Arrange health and travel insurance for touring company members 
as required.

— Communicate regularly with company members, artists and 
collaborators to keep them updated on arrangements and respond to 
day-to-day queries.

— Attend performances, tours or company activity in person when 
mutually agreed in advance.
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Marketing and communications
— Support the coordination of marketing materials for performances 

and other company activity as required by the Artistic Director and 
Producer.

— Liaise with venues, Artistic Director and external partners to ensure 
materials are produced to a high standard, on time and in line with 
agreed briefs.

— Ensure presenting venues, partners and other stakeholders receive 
accurate and approved marketing materials in good time, including 
biographies, images, credits and copy.

— Proofread programmes and other materials to ensure approved 
company information and formatting are used correctly.

Finance and reporting 
— Process day-to-day financial records, including invoices, payments to 

suppliers and contractors, and related record-keeping.
— Raise sales invoices as directed.
— Monitor bank and credit card transactions and flag any issues 

promptly.
— Prepare payroll information for the bookkeeper as required.
— Liaise with the company accountant and bookkeeper as needed.
— Support grant reporting and the collation of information required for 

funders and other external reporting.
— Maintain accurate financial and administrative records in line with 

company procedures.

General management
— Provide day-to-day administrative support to the Artistic Director 

and Executive Director as required.
— Help maintain effective administrative systems, files, records and 

shared documents.
— Support scheduling, diary coordination, meeting arrangements and 

general company correspondence as required.
— Maintain accurate records relating to tours, travel, schedules and 

company activity.
— Undertake other reasonable duties in support of the company’s work.

A B O U T  Y O U  |  P E R S O N  S P E C I F I C AT I O N

The Production Coordinator will be genuinely interested in both the 
work Teaċ Daṁsa makes and the way the company operates. They will 
be organised, dependable and proactive, with the ability to keep multiple 
strands of work moving smoothly. They will enjoy a role that combines 
practical coordination, administration and communication, and will be 
comfortable working in a small company environment where teamwork, 
flexibility and attention to detail are vital.
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Essential
— An interest in supporting artists and creative processes, and a 

willingness to contribute positively to a small, collaborative working 
environment.

— Experience in an administrative, coordination or logistics role, ideally 
in the arts, culture or live performance sector.

— Good organisational skills, with the ability to manage a varied 
workload whilst maintaining attention to detail and a high standard 
of accuracy.

— An ability to work well with a wide range of people, often under 
pressure, and respond calmly and professionally to different needs 
and queries.

— A proactive and practical approach, with a strong sense of 
responsibility and follow-through.

— Confidence in managing their own time and balancing workloads 
across both busy and quieter periods.

— Confidence working independently as well as collaboratively as part 
of a small team.

— Some experience of financial administration, including invoices, 
payments and record-keeping.

— Confidence using standard digital office systems and shared online 
documents.

— An appreciation of, and willingness to engage with, the Irish language 
and the cultural context of the West Kerry Gaeltacht.

— A willingness and availability to travel occasionally in response to 
company activity.

Desirable
— Experience of supporting touring, travel or event logistics.
— Experience of working with artists, venues or touring companies.
— Experience of preparing information for payroll or supporting grant 

reporting.
— Experience of coordinating website or marketing updates with 

external designers or partners.

This job description is non-contractual and reflects the current 
responsibilities of the role. Duties and responsibilities may change over 
time in line with the needs of the company.
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Terms and conditions 

	 We actively welcome applications from people who are 
underrepresented in the arts sector, including disabled people, people 
from the global majority, and those from marginalised or minoritised 
communities. We are committed to creating a working environment that is 
inclusive, respectful, and supportive for all. 

For all Company policies, please see: teacdamsa.com/governance

T O  A P P LY

Applications should include: 
— A cover letter (no longer than two sides of A4, with font no smaller 	
	 than size 11) outlining your skills and experience, and why you 		
	 would be best suited to the role
— An up-to-date CV (no more than two sides of A4) 
— The names of two referees (references will only contacted after 	
	 seeking permission) 

Please send to recruitment@teacdamsa.com

Deadline for receipt of applications: Midday (12pm) on Friday 3rd July
Interviews: Zoom interviews on Tues 7th July
— 
Teaċ Daṁsa is funded by the Arts Council and supported by Culture 
Ireland, Údarás na Gaeltachta and Ealaín na Gaeltachta Teo.

Teaċ Daṁsa is an equal opportunities employer.

Salary			   €42,900

Hours			   Full-time, 37.5 hours per week

Holidays			   25 days annual leave, plus public holidays.

Time Off in Lieu (TOIL)		 TOIL may be granted at the discretion of 	
		  your line manager for additional hours 	
		  worked. Overtime is not payable

Probation period			   6 months 
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teacdamsa.com

O R G A N I S AT I O N A L  S T R U C T U R E

Board / Trustees
Governance

CEO / Artistic Director

Consultant / 
specialist services

Production
co-ordinatorProducer

PerformersBuilding manager Production and
Technical teams

Creatives/
Collaborators

Exceutive Director
(job share)
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