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Job Description
Production Assistants provide support on the set-up and day-to-day running of productions. Production Assistants are able to progress tasks independently and work with Associate / General Manager’s on larger tasks. Over time Production Assistants are trained in the basic fundamentals of General Management – Finance, Contracts, HR. 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: undertaking availability checks, coordinating and being present for interviews and any other tasks in supporting the recruitment and contracting of production personnel including cast, creatives, stage management and technical team. Writing some contracts.
· Working relationships: Work closely with the Associate / General Manager and starting to build relationships with the Company Stage Manager and Production Manager. Develop working relationships with production teams.
· Financial: under supervision check and code invoices, credit card receipts and petty cash returns, investigate queries and chase up missing information.
· Travel and Accommodation: Book or supervise Administrative Assistants in booking travel and accommodation for all show personnel as necessary and ensure these are the most economical rates available. Arrange per diems as required. Create and distribute itineraries, schedules and welcome packs as necessary. Able to arrange CoS and VISAs as applicable.
· Press and Marketing: Regularly attend meetings and support any press and marketing campaign activity.
· Rehearsals and casting: Researching and booking suitable casting and rehearsal space, arranging the meet-and-greet, arranging production meetings and supporting with all logistics and administrative support needed during rehearsals or casting.
· Contact Sheet: Contributing to having up-to-date production contact sheets and headshot sheets.
· Access: organise access performances as required.
· Ticketing: Administrate or supervise others to administrate house seats where necessary.
· Programmes: lead on 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.
· Events: Supporting the Associate / General Manager on 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.
· Union Agreements: Developing an understanding of union agreements and their contents.
· Administrative support: arranging or supervising Administrative Assistants to arrange postage or couriers, copying documents, scheduling meetings and arranging hospitality. 
· Supporting the General Manager and Associate General Manager on any other production related tasks as required.
· Respond to complaints and special requests 
· Attend running shows as required

Development
· Engage with and support the development process, helping start and contributing to research into creatives, actors and technical teams. 
· Support with 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 high-level holiday and out of office cover for the Associate / General Managers as required.
· Cover for the Administrative Assistant (first point of contact in the office) in their absence.

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@sfentertainment.co.uk
Deadline for applications: ongoing
Title: Production Assistant
Reports to: Directors and General Managers. Line Manager: Senior General Manager.
Salary: £28,000 pro-rata
Contract: Permanent full-time position
[bookmark: _Hlk156565808]Start date: Immediate
Probation Period: 8 weeks
Notice period: 6 weeks
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
· 1-2 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.


1
Melting Pot Productions Ltd
Noël Coward Theatre, 85-88 St. Martin’s Lane, London WC2N 4AU 
Registered in England No. 9485744
image1.png
MELTING POT





