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Job Description
Associate General Managers (AGMs) undertake the day-to-day running of productions, leading on a number of General Management tasks on their own and working with the Senior General Manager and Directors on larger tasks. AGMs often have the services of a Production Assistant to support them. All members of the office production team support the managing of theatrical productions aiming to maximise income and minimise expenditure without compromising quality or the company’s reputation. 

Productions
Under supervision:
· Recruitment: with guidance from the Directors undertake recruitment, lead on interviews, negotiation and contracting of production personnel including cast, creatives, associates/supervisors, stage management and technical team.
· Working relationships: Work closely with the Directors, the Company Stage Manager and Production Manager on the management of the production. Maintain strong relationships with creatives, actors, agents and production teams.
· Communication: communicate with producers, co-producers and creative teams as required and ensure that information is swiftly communicated.
· Financial: sign off payroll with any necessary supervision, be part of the setting up and running of royalty payments, check and code invoices and petty cash (including VAT invoices), manage logs of key financial information, investigate queries and chase up missing information. Be aware of the amounts in the budget and reconcile expenditure at the end of the run
· Travel and Accommodation: Book or supervise others in booking travel and accommodation for all show personnel as necessary and ensure these are the most economical rates available. Arrange VISAs if applicable. Produce and distribute schedules and welcome packs as necessary and meet and greet visiting artists on arrival in the country.
· Press and Marketing: Attend meetings with the ability to manage all logistics relating to press, marketing and promotional events, liaising with the press and marketing teams, performers, production departments, external venues, media outlets and broadcasters as applicable.
· Rehearsals and casting: Undertaking or supervising others to undertake research and booking suitable casting and rehearsal space, arranging all aspects of the meet-and-greet, arranging production meetings and supporting with all logistics and administrative support needed during rehearsals or casting.
· House Seats: Administrate or supervise others to administrate house seats and lead on taking seats offsale for key performances.
· Venues: Contacting venues in advance with key information relating to productions, arranging advances and chasing and signing off settlements (with guidance from the General Manager).
· Access: organise Access performances as required.
· Programmes: lead on and supervising any production assistant in compiling show programmes including collating up-to-date biographies for cast and creative teams, sourcing editorial, liaising with printers and co-producers, proof-reading and delivery of first and subsequent print runs ensuring credits and biographies are accurately updated.
· Contact Sheet: Taking responsibility for having up-to-date production contact sheets and headshot sheets.
· Events: with approval from the Directors coordinate every aspect of press nights or other special events including compilation of guest lists, mailing of invitations, seat allocation, distribution of tickets, logistics, press night parties and company gifts, working within budget.
· Insurance: Be aware of production insurance policies, supporting with arranging cover as required.
· Health and Safety: Ensure that productions have adequate health and safety policies which are reviewed and updated as required. Work closely with the Health and Safety Consultant on each show to ensure health and safety policies and procedures, are implemented and followed.
· Production Support: Manage the workload of Production Assistants/Production Co-ordinators and ensure that new tasks are adequately explained and supported.
· Hires: Coordinate with hire companies to ensure appropriate agreements are in place for productions and rehearsals.
· Ensure that all decisions made for productions are carried out in a timely manner and communicated to all relevant parties.
· Respond to complaints and special requests 
· Stay informed of all relevant current union agreements.
· Attend running shows as required.

Administration
· Take an active role in general administrative support for the office. Help maintain effective systems for the office.
· Where necessary provide administrative services to the productions that you work on, arranging postage or couriers, copying documents, scheduling meetings and arranging hospitality as required.

Development
· Engage with and support the development process, helping start and contributing to research into creatives, actors and technical teams. 
· Co-ordinate readings and workshops for projects in development.
· Keep abreast of new talent in the industry, productions opening and general trends in the West End and sharing this information with the rest of the team

Covering and Deputising
· Provide holiday and out of office cover for Office Production Staff on your production and general covering and deputizing in the absence of Office Production Staff as required.

This job description may be amended from time to time in line with the changing needs of the company’s varied production output.

Please send a CV and cover letter to: recruitment@mpot.co.uk 
Deadline for applications: applications will be considered on a rolling basis

Title: Associate General Manager
Reports to: Directors and Senior General Manager. Line Manager: Senior General Manager.
Salary: £37,000
Contract: Permanent full-time position
[bookmark: _Hlk156565808]Start date: Immediate
Probationary period: 8 weeks
Notice period: 3 months
Hours: 10am-6pm Monday-Friday in our London office. WFH option on Fridays. Some out of hours and away from office work will be required eg marketing evenings, technical rehearsals, press nights.
Office location: Noel Coward Theatre, St Martin’s Lane, WC2N 4AU
Holiday: 21 days per annum pro rata excluding bank holidays. The office is closed for a week over Christmas in lieu of toil throughout the year.

Essential
· 3-5 year’s experience in a similar role in the theatre industry
· First class written and spoken English, proven interpersonal skills with a strong ability to communicate effectively with a wide variety of people at all levels in a confident and friendly manner.
· Excellent time management skills with the ability to work on a very varied and heavy workload and to juggle competing priorities.
· Well organised, with a knowledge of and pride in setting up and maintaining administrative and financial systems.
· Excellent attention to detail and accuracy.
· Calm and tactful approach with the ability to work well under pressure to meet deadlines, independently problem-solving, quickly and efficiently with self-motivation and as part of a team.
· Excellent computer literacy including Microsoft Word and Excel

Desirable
· Experience of working in the theatre industry 
· A keen interest in and broad knowledge of theatre.
· Working knowledge of the UK Theatre and Society of London Theatres agreements.
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