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Vision Business Support Services is a subsidiary company of West Nottinghamshire College.


Theatre Coordinator (0.6)  
The School of Creative Industries and Digital Technologies
Ref: VBSS16.74
1. The Appointment

The School of Creative Industries and Digital Technologies a wide range of vocational programmes from Entry Level to University level qualifications

As Theatre Coordinator you will be responsible for the logistic and administrative aspects of the Create Theatre. You will manage both the educational (FE and HE) and the commercial operation of the theatre which may include liaising with others to ensure effective marketing and publicity activities, managing processes from the box office to back stage.  You will be able to demonstrate high levels of customer care ensuring a first rate theatre experience for all.

In addition, you will support teaching and learning by supporting staff and students with the acquisition and development of ‘technical theatre’ skills.  Furthermore, you will take responsibility for supervising students involved in technical theatre activities including internal ‘work experience’ and the assessment of any appropriate apprentices. 
2. The Post

2.1 Main Duties and Responsibilities

a) To work closely with curriculum teams to schedule, coordinate and market student events and performances.
b) To work closely with curriculum teams and visiting performers and companies to schedule, coordinate and market a series of touring / commercial events and performances. 

c) To work to a budget and meet income and expenditure targets.
d) To liaise and negotiate with production companies to plan the programme of work and any technical requirements (with the theatre technician).
e) To liaise with appropriate teams who may be involved in areas such as marketing, finance, procurement and artistic production.
f) To liaise with the health and safety team and ensure that the theatre meets the requirements of legislation such as health and safety and licensing laws and complete H&S training and risk assessments as required.
g) To promote arts participation within the community, which is likely to involve flexible working patterns including evening and weekends.
h) To act as front of house manager for appropriate student productions (where appropriate) running the box office and/or bar (and working as an ASM back stage if required). 
i) In consultation with the Curriculum Manager, to schedule the theatre effectively. 
j) To support as appropriate any hirers, visiting performance or performance company.
k) To support the internal use of the theatre.
l) To work in support of the Performing Arts team.
m) To support front of house including box office/bar.
n) To order stock and monitor stock rotation.
o) Where appropriate support production meetings for student performance. 

p) Coordinate the fit-up and technical rehearsal of student productions (with the theatre technician) and any internal use of the theatre or studios.
q) To schedule/support the ‘get-in’ and ‘get out of all performances, shows and general theatre use.
r) To ensure the safe storage of all equipment.
s) Where appropriate, to arrange the service, repair and maintain all appropriate lighting equipment, cables and leads (with the theatre technician).
t) To facilitate, supervise students learning activities by guiding, advising, informing, and demonstrating to individuals or groups of learners.
u) To prepare, maintain and facilitate the use of materials, equipment for use by learners and staff.
v) To maintain learner discipline and support delivery staff in recording learner attendance progress and achievement.

w) To induct students into safe and appropriate use of theatre space.
x) To assist in maintaining an inventory for the Centre of Learning.
y) To undertake timely administrative duties. For example; producing memorandum’s of understanding, hire agreements, invoicing, completing artist engagement documentation, following college finance/procurement processes, written communication with artists and staff.
2.2
Other Responsibilities

a)
To uphold and promote all company policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity and Health & Safety policies and procedures and attend training as requested.
b)
To comply with all college standards and expectations, including college learner procedures and practices and safeguarding policy and practices.
c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

e)
To present and promote an appropriate public image in representing the college group and its subsidiaries.
f)
To undertake any other duties as may reasonably be required commensurate with the post.

3. Skills, Qualities & Knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	Qualifications at level 4 or above in a relevant area
	(
	

	English to at least level 2
	(
	

	Maths to at least level 2
	(
	

	IT qualifications/experience
	(
	

	Experience 
	
	

	Demonstrate suitability to work with children and 

vulnerable adults including knowledge/understanding of

safeguarding and DBS compliance
	(
	

	Knowledge and experience of the theatre industry 
	(
	

	Professional industry experience in administration/event or production management
	
	(

	Experience of administration
	(
	

	Experience of promoting theatre and promoting theatre in the community
	(
	

	Experience of supporting and coordinating a series of arts related events
	(
	

	Experience of applying for funding to support arts in the community 
	
	(

	Experience of supporting learning in an education setting
	
	(

	Experience of providing training, presenting and/or demonstrating
	(
	

	Experience of offering excellent customer service (e.g. for all users general public, hirers, artists)
	(
	

	Experience of working under pressure, to tight deadlines and as part of a team
	(
	

	Skills /Knowledge
	
	

	Skill and understanding of theatre disciplines 
	(
	

	Skill and understanding in a range of theatre administration disciplines
	(
	

	Ability to work with students and provide skill development opportunities
	(
	

	Ability to provide a range of front of house support for productions
	(
	

	Ability to engage with community and touring theatre
	(
	

	Ability to critically evaluate community arts projects in order to meet funding requirements and to develop future strategies and projects
	
	(

	Excellent organisational skills
	(
	

	Ability to work independently, without close supervision, and as part of a team to achieve effective outcomes
	(
	

	Ability to plan and prioritise
	(
	

	Ability to work as part of a team, taking personal responsibility. Ability to work effectively with the Performing Arts delivery staff and theatre technician
	(
	

	Qualities/Approach linked to college values
	
	

	Demonstrate a positive approach to equality and diversity and customer service 
	(
	

	Demonstrate an ability to take responsibility for own and others Health and Safety at work
	(
	

	Demonstrate a commitment to safeguarding and promoting student welfare
	(
	

	Excellent communication skills
	(
	

	Flexible and professional approach. Able to work flexible hours as per the scheduling demands of the theatre (including evenings and weekends)
	(
	

	Ability to work as part of a team to achieve common objectives
	(
	

	Ability to follow instructions and produce positive outcomes.
	(
	

	Excellent record keeping skills
	(
	

	Demonstrate that you take responsibility and ownership, e.g. meeting deadlines, sharing practice, following organisational procedures, challenge processes that don’t work for customers
	(
	

	Demonstrate an ability to coordinate and ensure the smooth running of the theatre auditorium, bar and box office
	(
	


4. Position within the College

The post-holder will report directly to the Curriculum Manager for Performing Arts (Theatre) and HE.

5. Terms & Conditions

a) The post is offered on a Vision Business Support Services contract. 
b) The salary will be £21,294 per annum (pro rata for part time).
c)       You will be entitled to 25 days leave, plus bank holidays. Up to 5 days leave can be directed for efficiency closure (pro rata for part time). 
d) You will be required to work 22.2 hours per week on a flexible basis. 
e) The post holder may be located at any West Nottinghamshire College Group site and may be expected to travel as required.  You will however be given reasonable notice of any change in your principal place of work and be fully consulted.
6. The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5pm on 2nd September 2016. 
www.wnc.ac.uk/vacancies
THE COLLEGE GROUP PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY. 
The college group is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  Posts may be subject to DBS check. The successful candidate will be required to pay for the DBS check .themselves; the cost will automatically be deducted from their first salary payment. This is currently £44. 

It is an offence for anyone who is barred by the ISA from working with children and or vulnerable adults to apply for this position.
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