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What roles and responsibilities are required to be a 

successful administrator for a small scale dance company 

in the current dance industry? 

 

Abstract 

The purpose of this study is to research the roles and responsibilities required to be 

an effective and valuable administrator in a small scale dance company. It will use a 

qualitative research strategy with methodologies comprising of a dance company 

questionnaire and interviews with graduate dance students who are currently 

working within administration. This proposal will also identify potential problems and 

limitations and feature a proposed timetable noting the individual actions within the 

research project. 

   

Overall purpose of research 

Aim: 

 To establish the roles and responsibilities needed for a dance administrator to 

be successful within their position. 

 

Objectives: 

 To analyse the roles and responsibilities of a dance administrator in a small 

scale dance company. 

 To develop a new understanding of a dance administrator in the 21st century. 

 To gather relevant literature to understand the background of dance 

administration. 

 To understand how a small scale dance company perceives the role of an 

administrator. 

 

Literature review 

The purpose of this literature review is to discuss and review the relevant literature 

relating to the research question. There is an evident gap in published research for 

dance administration therefore the term „arts administration‟ was additionally 

researched to source literature, as it is a broader position with more published 
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academia. The term „dance administrator‟ has several other titles; „dance‟ is replaced 

generally by „arts‟ to broaden the position and „administrator‟ is replaced by 

„manager‟, „producer‟ or even „project manager‟, all of which were also researched to 

source relevant work. Although these are different titles each position has similar or 

identical job titles, roles and responsibilities therefore they relate directly to the 

research question. 

 

This review will discuss the views and opinions on dance administration and 

will also determine academic relationships and define contrasting ideas from a 

variety of sources. There is minimal published academic research to support the 

majority of aspects of administration; therefore there are a limited amount of sources 

used in this review. Due to this, outdated texts have been used which are key to 

providing further information on the research question.  

 

The texts used in this review briefly stress the difficulty of dance 

administration. Pick (1980:11) states that the generalised view of the administrator is 

“altogether too simple” and Cooper (1998:96) states that “dance administration can 

be a tough job... it is not for the faint hearted”. In ‘Managing Dance - How 

Choreographers Want to be Managed’ by O‟Nions interviews on dance 

administration were carried out with established choreographers for their views on 

the position. In the evaluation O‟Nions revealed that “several choreographers 

expressed voluntary concern over the managerial role, admitting that it was no easy 

task” (in Jasper and Siddall, 1999:35). Although these are opinionated statements 

they are reinforced through an era of a changing dance industry, in both outdated 

and more present literature, by authors who have had vast and varied experiences in 

the field. The proposition that dance administration is difficult is also informed from 

the „Independent Dance Managers’ Review’ (2002:2, 

http://www.idmn.co.uk/pdfs/IDMN%20Review.pdf) – “Independent artists and 

companies will need more and stronger management in order to succeed in the 

future”; suggesting that dance administration is not an easy career choice. 

 

When interviewed on the subject of the dance administration role in 

„Managing Dance - How Choreographers Want to be Managed’, the choreographers 

described their ideal administrator. The results were unexpected as they all 
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concluded that personal qualities are more desirable rather than administrational 

skills, such as being committed, empathetic, understanding and trustable (O‟Nions in 

Jasper and Siddall, 1999:34). In the interview Jeyasingh states “you can learn to be 

a first-class administrator, if you have the right motivation, but you cannot learn to be 

committed”. This focus of commitment is also mentioned by Hinds and O‟Brien as 

being a known quality of dance administrators: “Dance managers display an inspiring 

level of commitment” (2002:2).  

 

Contrastingly to this Pick chooses to distinguish the dance administrator role 

in literal, itemised terms, describing seven titles for administration. The titles 

determine the focus of the administrator, for example „administrator of artist‟ 

(freelance artist) or „administrator as partner of artist‟ (an equal, separate body) but 

Pick contradicts these descriptions further on in the chapter, stating that 

administrators do not belonging solely to one role, they... 

 

“see themselves as combining various aspects of these [roles]... 

having different priorities at different times. A number see  

themselves as playing some part of one or more of these roles  

but owing a personal allegiance some different commercial,  

social or political ethic” 

 

Pick then summarises this, concluding that “Administrators vary greatly in the way 

that they owe allegiance; their roles vary as much as the arts themselves” (1980:10-

12). 

 

A compulsory value for the administrator is to be concerned with and 

“sensitive to the art” (Pick, 1980:112), or be “someone who understood, or even had 

a personal experience of, dance” (Jasper and Siddall, 1999:34). Each 

administrational position varies; the roles and responsibilities differ through each 

commission and are dependent on the needs of the client/individual – “the size of the 

company produces different management styles” (Jasper and Siddall, 1999:28). 

There is no set role or strategy to follow for dance administration, according to 

Jasper and Siddall “management models cannot be transferred from one situation to 

another” (1999:28) and Pick reinforces this opinion, “there is no one rule about the 

role of an administrator. There are no simple statements about the correct way he 
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should function” (1980:11). In their review Hinds and O‟Brien (2002:7, 

http://www.idmn.co.uk/pdfs/IDMN%20Review.pdf) discuss three office models for 

dance administrators working in the sector. These include working solely with one 

company, working freelance with several companies and working through a dance 

association with particular clients. Although these will comprise of the general roles 

and responsibilities required to be valuable and successful, each are determined by 

the specific position, which is dependent on whether the artist is managed by 

another body or manages as an individual. 

 

An established dance company based in Scotland advertised a vacancy for a 

company administrator. This position had not been made available previously; it was 

a new post decided for a growing company with more to offer than performance 

projects. They asked for someone experienced with, similarly to the thoughts of Pick 

and Jasper and Siddall, a “keen interest in the arts”, who would work alongside an 

Artistic Director and General Manager. The company state that for this position...  

 

“Essential qualities should include experience of working within a busy  

office team, excellent typing and secretarial skills, IT skills (with full  

knowledge of word processing, spreadsheets, databases, email and internet),  

excellent public relations, the ability to work independently, focus on small,  

fine details, excellent written skills, ability to effectively multi-task and  

prioritise work loads efficiently often under pressure” 

  (Smallpetitklein, 2011, http://www.smallpetitklein.com/jobs.html) 

 

These qualities are current; they include a strong IT competency which would not 

have been necessary in the past industry. They comprise of skills, values and 

personality traits, verifying that there are a variety of requirements which the 

company deem essential within this position. Specifically to Smallpetitklein the 

company administrator, although adopted by the company, does not liaise with the 

general running or observation of the company‟s work. This proves the 

aforementioned models by Hinds and O‟Brien and the statement “there is no one 

rule about the role of an administrator” (Pick, 1980: 112) to be accurate. Alongside 

this the company also advertised a vacancy for a „Social Media Guru‟, who would 

work with a less demanding, freelance role doing additional promotional work 

http://www.smallpetitklein.com/jobs.html
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“updating the company‟s social media channels and engaging in conversations with 

the public”. 

 

In more current texts authors display the need for more support from the 

dance industry. Hinds and O‟Brien (2002:3, 

http://www.idmn.co.uk/pdfs/IDMN%20Review.pdf) stress that: 

 

“A thriving independent sector is vital to the health of dance  

in England, its audiences and its artists. The sector is likely  

to become more competitive in the coming years. Independent  

artists and companies will need more and stronger management  

in order to succeed in the future” 

 

Innovative new ideas are mentioned by Trist in the ‘Audit of Services Required by 

Independent Dance Managers’ (2003, 

http://www.idmn.co.uk/pdfs/Audit%20of%20Services.pdf), a follow up article to the 

„Independent Dance Managers’ Review’ (2002, 

http://www.idmn.co.uk/pdfs/IDMN%20Review.pdf). One of the ideas mentioned is the 

potential of outsourcing, “the transfer of business activities to a third party” (2009: 1). 

Outsourcing is one of three options for a dance administrator in their work, they can 

work independently, employ staff or outsource. Outsourcing would be beneficial for 

many dance administrators as “when it comes to delegating tasks, managers have 

an acute sense of their own strengths and weaknesses” (2003:7, 

http://www.idmn.co.uk/pdfs/Audit%20of%20Services.pdf). This could be solved by 

employing staff but outsourcing would be a less costly option, as “managers were 

most likely to outsource specialist services such as accountancy respondents, IT 

problem solving and graphic design” (2003:5, 

http://www.idmn.co.uk/pdfs/Audit%20of%20Services.pdf). The possibility of dance 

administrators outsourcing concludes that the roles and responsibilities required to 

be successful may not necessarily be set standards but rather adapted to suit the 

individual. 

 

According to these articles it is imperative that more people access a career in 

dance administration as “through their skills and experience, dance managers play a 
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vital role in the long-term sustainability of the UK‟s dance sector” (2002:4, 

http://www.idmn.co.uk/pdfs/IDMN%20Review.pdf). This review collects similar 

opinions that there are a broad variety of roles and responsibilities in dance 

administration and that it has not yet reached its peak within the industry. All of the 

literature concurs that there is a future for dance administration and it has become 

apparent in more recent years that there are the beginnings of research into this as a 

specific subject area. It is difficult to identify a model of good practice for dance 

administration as there are a diverse range of titles and positions in any chosen 

dance administration career, and there is no typical framework or standardised form. 

However, as more artists join the dance administration route this may be subject to 

change. Future literature which will be studied subsequent to this review to further 

aid the research question will be the „International Handbook of Research in Arts 

Education’ (Bresler, 2007) and the „Essential Guide to Business in the Performing 

Arts’ (Freakley and Sutton, 1996). 

 

Methodology and Research Methods 

The paradigmatic framework being used in this research is postpositivist, “a more 

„traditional‟ paradigm in qualitative research” (Holliday, 2007:18). Bryman refers to 

this framework as interpretivist whereas Fraleigh and Hanstein (1999), Fortin (2005) 

and other dance researchers use the term postpositivist. Although they are different 

terminology they both incorporate the same paradigmatic framework, Bryman states 

that interpretivism “…respects the differences between people and the objects of the 

natural sciences” (2008:16) and Fortin states that postpositivism “…claim[s] the 

existence of multiple realities constructed by each individual‟s encounter with the 

world” (2005:4). Objectives of this research require a postpositivist paradigm 

because data is collected through sustained contact with people in the settings 

where they normally spend their time (2005: 4). 

 

The research strategy for this study will be qualitative, with the approaches 

comprising of a dance company questionnaire and semi-structured interviews with 

ex-students who are currently working in administration. A qualitative research 

strategy is being used for this study as there are no set roles and responsibilities for 

dance administrators; they seem to differ from person to person. For the purpose of 

this research semi-structured interviews with dance administrators are being used to 

http://www.idmn.co.uk/pdfs/IDMN%20Review.pdf
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decipher the specific roles and responsibilities needed for an administrator with little 

experience of a modern dance industry, and to aid and structuralise a researched 

model of best practice for the administration of a small scale dance company.  

 

A questionnaire is being used to question company members on the role of an 

administrator, to evaluate whether they are knowledgeable on the position and to 

conclude whether they could independently administrate a small scale dance 

company within their separate role. The company involved in this research will be 

JMUpstart Dance Company – a third year undergraduate company from Liverpool 

John Moores University with administration, performance and outreach sectors. The 

company consists of fourteen members: one administrator, seven outreach workers 

and six performers therefore the questionnaire will only be done through a small 

cohort. 

 

The main methodology being used for research is semi-structured interviews. 

This is one of the most common approaches in qualitative research, and has been 

chosen because “the interviewers are allowed freedom to digress... [they] are 

permitted (in fact, expected) to probe far beyond the answers to their prepared 

standardized questions” (L. Berg, 2009: 107). For the interviews there will be a list of 

topics to be covered, with the freedom to further discuss points and build a rapport to 

gather unique data (see appendix item 2:18). There will two interviews in total; each 

with a graduate of JMUpstart Dance Company. The first interviewee is a freelance 

artist working in administration for a small scale dance company based in Liverpool, 

whilst also establishing their own company, and the second interviewee is a previous 

administrator for JMUpstart Dance Company who now works in administration for a 

large scale community dance institution. Both interviews will feature the same 

framework of questions; however specific questions will be adapted to suit the 

individual. The purpose of these interviews is to determine a professional approach 

to administration from artists working in the industry and also to collect opinions 

relating to the research question and objectives. 

 

An interview has been carried out prior to the submission of the proposal 

therefore it will be included in this methodology section. This was done with a 

freelance artist experienced in administration and a transcript of the interview is 
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included within the appendix (item 1). The types of questions asked in the interview 

feature the interviewee‟s knowledge and understanding of administration and how 

significant the asset of administration is within the industry.  

 

The findings from the interview were informative and reiterate previous 

academic and sourced opinions on the roles and responsibilities required for an 

administrator to be successful. These include understanding the company, marketing, 

communication and organisation; however the interviewee states that the role and 

responsibilities of an administrator “depends entirely on the duties that you are there 

to serve and the focus that the company want you to concentrate on” (see appendix 

item 1:17). They also raise the issue of administrating externally for a dance 

company, “I just have to work outside of the company as well as being within the 

company. It‟s a hard role to take... I can‟t concentrate all of my hours effectively” (see 

appendix item 1: 15). Reflecting on the interview it is beneficial to understand the 

role of a freelance artist working in administration, though the second interview with 

an artist working purely in administration will be more fitting to the research question. 

Prior to the second interview taking place the first interview will be used and 

analysed to determine whether the questions should vary, other than to suit the 

individual, and if any new lines of enquiry will be added. 

 

A semi-structured questionnaire is also being carried out, which will follow a 

qualitative approach as it is questioning the opinions and thoughts of a specific group 

(JMUpstart Dance Company) to gather subjective data. Bryman refers to this style of 

questionnaire as a „self-completion questionnaire‟, describing it as similar to a 

structured interview but easier and quicker to send out en masse (2008: 216). A 

questionnaire is a dependable method of enquiry as the researcher cannot bias 

questions with tone or approach, but it is very reliant on the respondents completing 

it with consideration and concern to the topic. The questions will be influenced by 

research gathered in the literature review and first interview to mirror attitudes of 

administration from the industry, and the questionnaire will feature closed and open-

ended questions based on the roles and responsibilities believed to make a 

successful administrator and an individual perception of a company administrator. 

Depending on whether the results are viable to the research question there is also 
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the option to send the same questionnaire to a separate and established small scale 

dance company to either make a comparison or predominantly use as an alternative. 

 

In research there are some concerns over the reliability and validity of a 

qualitative approach. For the purpose of this research there is an apprehension 

towards the external reliability, as mentioned in „Social Research Methods’ “the 

degree to which a study can be replicated” (LeCompte and Goetz in Bryman, 2008: 

376). There are factors which can combat this such as ethnographically “adopt[ing] a 

similar social role to that adopted by the original researcher”, but this may not be 

valid as the research project also features some external validity – it is not common 

and therefore cannot be “generalized across social settings”. The research project 

matches the purpose of qualitative research as subjective data is being pursued 

rather than objective data, and the problems mentioned above would only arise if the 

study were to be carried out more than once, “measurement is not a major 

preoccupation among qualitative researchers” (Bryman, 2008: 376). 

 

The research will be evaluated through cross-examining the interviews and 

questionnaires to look for corresponding opinions. Although the research approach is 

qualitative the researcher is looking for trends to strengthen answers relating to the 

research question. Once data is collated this will also enable the researcher to 

validate and complete the objectives of the research whilst continuing further study 

into dance administration. A reflective diary will be kept throughout the research 

process as a reflective and evaluative tool and any significant details from this will be 

brought into the evaluation of the study. 

 

Anticipated problems/limitations 

 An absence of academic sources could hinder the feasibility of further 

research. 

 Finding contact details for an interview with an ex-JMUpstart Dance Company 

administrator could prove difficult. 

 There may be limitations in the time frame in which interviews can take place 

(determined by interviewee‟s availability). 
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 The questionnaire may not be carried out in an appropriate and sensitive 

manner to the research focus. 

 

Research Timetable 

Date Task 

w.c. 28th November Compile interview questions 

w.c. 5th December Semi-structured interview with ex-student freelancing in 

administration 

w.c. 12th December Transcribe interview 

w.c. 9th January Create a semi-structured questionnaire based on the roles 

and responsibilities of an administrator 

w.c. 16th January  

w.c. 23rd January Hand out questionnaires to a small scale dance company 

w.c. 30th January Review data gathered from questionnaires 

w.c. 6th February Alter previous interview questions 

w.c. 13th February Semi-structured interview with ex-student working in 

administration for a large scale dance institution 

w.c. 20th February Transcribe interview 

w.c. 27th February Find significant details from research diary 

w.c. 5th March Collate data 

w.c. 12th March 

w.c. 19th March 

w.c. 26th March Write dissertation 

w.c. 2nd April 

w.c. 9th April 

w.c. 16th April Proof read dissertation 

w.c. 23rd April  

w.c. 30th April Hand in dissertation 

 

(3142 words) 
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Appendix: Item 1 

Methodology: Semi-structured interview 

Interviewee: A graduate of JMUpstart Dance Company currently working freelance, 

including in administration for a Liverpool-based small scale dance company and 

establishing their own company. 

Date: Tuesday 6th December 2011, 3pm. 

 

R: Please tell me about the roles and responsibilities which you believe make a 

successful administrator of a small scale dance company? 

I: First of all they must have an awareness of the company‟s ethos, their mission 

statement and what they‟re about. They should really take on some of the view 

points of that company so each administrator should take a role of communicating in 

the same way the company want to communicate... erm... I organise key events and 

I‟m in charge of making them heard in marketing. That they should have a good 

knowledge of social media and networking as well as traditional marketing methods 

and techniques. People skills and communication are very important for emailing 

other companies, artists and people in the dance network... erm... organisational 

skills in terms of keeping on top of things and prioritising are big massive roles and 

stuff like that. 

R: Do you think that these are generally the same/similar for every dance 

administrator? 

I: I think the specific duties involved with administration are particularly relevant in 

terms of funding and seeking opportunities and possibility for each dance company. 

The duties are very similar but it depends on how that company works as to what‟s 

expected of you. I know that some companies like to phrase things in their marketing 

in certain ways that suit the way they work whereas some companies like to avoid 

certain phrases and you just have to take on the way they would communicate with 

the general public if that makes sense? 

R: [nods] Can you give me an example of a phrase? 

I: Like notes and things, if you have any control about writing about them you have to 

make sure they‟re okay with it because you could write something and they might not 
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be happy with it. I‟m trying to think of a phrase that I‟ve wrote and they said well 

„change that‟ but I can‟t... I can‟t think of one. They always change what I do anyway, 

I never write it without Taciturn saying what they want. 

R: It’s like you write the draft and they find what they want in that? 

I: Yeah, they say to me quite a lot, erm, I send them their newsletter and they send it 

out and it does change but I don‟t know how to explain it. 

R: How do you respond to working administratively externally for a dance 

company? (So not as part of the company?) 

I: It‟s quite difficult sometimes because for me to broadcast their news I have to see 

them and have regular contact with them and that doesn‟t always happen because of 

the nature of my own work. I work full-time as a freelance dance teacher and dance 

artist so I have to spend a lot of time with them and we catch up and they give me 

their news and what their plans are for the future and we do a lot of contact via email 

or text messages or phone calls, and I just have to work outside of the company as 

well as being within the company. It‟s a hard role to take actually because I‟m in the 

middle of initiating my own company alongside it, I can‟t concentrate all of my hours 

effectively and they‟re aware of that and that‟s why I only work a small amount of 

time for them. 

R: Comparatively, how do you respond to working internally for your own 

dance company? (So for D.T. Ellipsis, isn’t it?) 

I: [Nods] We haven‟t done a lot, our first stage was just to create work and now we‟re 

in the middle of all of the administration, there‟s a lot more organisation and artistic 

input (if that makes sense?) into the way that your organising and carrying out your 

events. Lots more application processes, because I don‟t write any of the 

applications for Taciturn that happens with Cathy Butterworth their manager, I just 

take on a marketing role in Taciturn and that‟s through my work with, similar work 

that I do for Zoo Venues. With D.T.Ellipsis I guess it‟s starting from scratch... 

everything about the company. It‟s not just administration it‟s choreography it‟s 

artistic intelligence and practice and making ourselves get work so there‟s lots of 

self-management involved and lots of collaborations with other people. 
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R: Do you believe that dance companies should acquire a separate 

administrator? 

I: Erm, I think that an administrator does help with the company if they work full time 

and they‟re part of the company and they‟re adopted as one of their own, it makes a 

lot of sense to have an administrator because then the artists can stay in the studio 

and create quality work which is needed at the moment. A lot of companies, small 

scale companies, are self-sufficient and they have to do their administration as part 

of their own role and take that on whereas larger scale companies that can afford 

funding for an administrator do benefit because they can work with the administrator 

and have more hours put in to organising prospects and opportunities. 

R: Do you find that the 21st century has had a specific impact on dance 

administration in the industry? 

I: I do, I think we‟re in a second phase of the view of administration in the industry in 

the fact that more funding was created quite early on in the 2000‟s, if you like, where 

administration was valued and a lot of the pots of money were actually going towards 

creating admin posts for dance companies as this was sort of believed that this was 

how the work was going to be made and how the opportunities would come about so 

administration posts grew really with the companies and more and more people were 

spending money of funding proposals as a lot of company work was becoming more 

portfolio based and not so „one project at a time‟ it was managing lots of different 

projects. Erm, I find that now people are starting to challenge and reject that notion 

as administration alone is going to carry a company through these times so people 

are sort of advocating that they want their work to focus more on the artistic point of 

making work of a high quality rather than the promotion of it and now they‟re trying to 

find a balance. I think lots of different company members, no not company members, 

lots of different companies have had to cut costs in administration due to the lack of 

funding that they receive at the moment so maybe administration isn‟t being as 

valued as it was. 

R: How do you feel that the role of the 21st century dance administrator is 

perceived by dance companies and others in the industry? 
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I: I think it still is very much valued there‟s a higher art call system where even still 

the performer is perceived as the pinnacle and you know the choreographer and 

artistic director have a higher status but I think all artistic directors do value the work 

that administrators do for their company and how they make it happen and a lot of 

artistic directors, I know Janet Smith from Scottish Dance Theatre, or still associated 

with Scottish Dance Theatre at the moment, I know she really values the work that 

Katie does, their art admin girl. She creates a lot of opportunities and does a lot of 

hard work and without her work SDT wouldn‟t be able to function in the way that they 

do. I suppose that‟s the same with other large scale companies. 

I: (adding on to question 1) The administrator can take a different viewpoint in terms 

of marketing responsibility, erm funding responsibility, project proposals and they 

sometimes can take on more of a managerial role and a project management role 

where they‟re sort of responsible for making things happen like Events Management. 

It depends entirely on the duties that you are there to serve and the focus that the 

company want you to concentrate on. 

R: For the purpose of my research I have used the term dance manager 

alongside dance administrator to gather more research and literature, 

therefore for the purpose of my research they are stated as being the same 

role and position. Some say “dance managers play a vital role in the long-term 

sustainability of the UK’s dance sector”, do you agree? 

I: Can I just say yes? I definitely agree with that statement. 
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Appendix: Item 2 

Methodology: Semi-structured interview (Framework) 
Interviewee: A graduate of JMUpstart Dance Company currently working freelance, 

including in administration for a Liverpool-based small scale dance company and 

establishing their own company. 

 

1. Please tell me about the roles and responsibilities which you 

believe make a successful administrator of a small scale dance 

company? 

Do you think that these are generally 

the same/similar for every dance 

administrator? 

4. Do you find that the 21st century has had a specific impact 

on dance administration in the industry? 

2. How do you respond to working 

administratively externally for a 

dance company? 

Do you believe that dance companies 

should acquire a separate administrator? 

(3.) Comparatively, how do you 

respond to working internally for 

your own dance company?  

5. For the purpose of my research I have used the term dance 

manager alongside dance administrator to gather more 

research and literature, therefore for the purpose of my 

research they are stated as being the same role and position. 

Some say “dance managers play a vital role in the long-term 

sustainability of the UK‟s dance sector”, do you agree? 

How do you feel that the role of the 21st 

century dance administrator is perceived by 

dance companies and others in the industry? 


