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Theatre Manager
Abbot’s Hill School is looking to appoint a dynamic and creative Theatre Manager to support the Drama Department. The Theatre Manager would also play an integral role in providing technical support for school events.  The Drama department at Abbot’s Hill is exciting and vibrant and has a strong commitment to producing high quality productions. The Theatre Manager will be responsible for supporting all aspects of lighting, sound, set, props and stage management. 
Key Relationships:
· Director of Drama
· Director of Music 
· Head of Prep Music
· Events Coordinator
· Director of Marketing 
· Head and Bursar (Health and Safety)
Main Responsibilities: 
· To assist with the planning, rigging and plotting of sound and lighting designs 
· To assist the Director of Drama in researching, designing and constructing sets and prop making 
· To assist the set-up of the theatre and other performance spaces for events, concerts, assemblies, and supporting use of AV 
· Video editing of recorded material 
· Running a pupil technical theatre club and assisting drama staff in the development of the pupils’ technical theatre skills
· To liaise with external companies to ensure the smooth administration of hire periods, ensuring that items are ordered, delivered and returned according to relevant production schedules
· To ensure that all performance spaces are orderly and maintained 
· To assist the Director of Drama in overseeing the smooth running of all productions
· To assist with pupil crews who may also be operating sound, lighting or stage management
· To assist in routine maintenance of spaces and equipment
· Maintaining the costume, prop and furniture stores

Health & Safety
· To ensure that performance areas are kept tidy and safe, including during performances.
· To carry out risk assessments for the technical aspects of performances.
· To ensure that resources are maintained in a safe condition for pupils and School staff, including but not limited to, safety checks on: Theatre seating, staging, scaffolding tower, lighting rigs etc.
· To undertake basic routine maintenance and cleaning of equipment and organise service and repair as required.
· To inform the School of any concerns regarding Health and Safety and safe working practices.
· To ensure that any accidents are reported to the appropriate authority, using the School’s accident report form.
· To keep up to date with Health and Safety requirements in accordance with the Technical Standards for Places of Entertainment, ensure that the Performing and Creative Arts departments are informed and documentation is amended accordingly.
Experience, Skills and Personal Qualities
To have experience in the industry or have recognised qualifications or have undertaken relevant courses in:
· Lighting Desk Management: Lighting Design, WDMX & DMX, Chilli Board Dimmers, Chamsis Magicq systems
· Sound: Sound desk setup and use, DAW (Digital Audio Workstation), QLab, Audio recording in Music lessons.
· Audio/Video editing:  Adobe Suite: Premier Pro, Photoshop, Audition etc. Take video footage of events and GCSE assessments for Drama and Dance.
· To have a knowledge of the main Health and Safety regulations and how to apply them.
· To have some knowledge of safe working practices in relation to the handling and usage of hazardous equipment and tools.
· To have had experience of working in a similar role.
· Experience of working in a school environment would be beneficial but is not essential.
· Minimum qualifications:  GCSEs including Maths, English and one Science subject.
· Excellent organisational, communication and interpersonal skills
· Ability to prioritise and meet deadlines
· A meticulous eye for detail 
· ICT literate with excellent administrative skills
· Proactive, self-motivated, committed to continuous improvement
· A driving license is desirable but not essential

General Requirements
· To attend the school’s weekly Events (operations) meeting
· To maintain housekeeping documentation including asset management, licensing and other information 
· To participate in training courses (both internal and external) and departmental meetings as required.
· To ensure Work Instructions exist for all parts of the role and are updated on a regular basis.
· To create/maintain an inventory and monitor stock levels for all media/ sound equipment in the Theatre.
· To order stock, equipment and resource as agreed with and directed by your Line Manager, using the School’s ordering system.  Check orders against deliveries.  Keep invoices and reconcile these with the Finance Department.
· To keep up to date with developments in lighting, sound and theatre technology.
· To assist the Premises department in the setting up for events when required.

Safeguarding

Owing to the nature of this job, it will be necessary for the appropriate level of criminal record disclosure to be undertaken.  Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences.
This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986.  Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Authority. The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily exclude you from consideration for this appointment.

Hours of Work: 
8 – 5pm, Term-Time + 6 Floating Weeks (40 weeks per annum)
You will be required to attend INSET/training days, Open Days, GCSE Presentation Evening, Prep Prize Giving, Senior Commemoration Day and support all other major school events as directed. 
Annual Leave:
For Term Time contracts, holidays cannot be taken during Term Time.  
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