Stephen Joseph Theatre 

CSM Job Description

Position:                           
Company Stage Manger
Responsible to:                
Production Manager
Responsible For:        
DSM’s, ASM’s, Actors, Wardrobe Maintenance, Stage Crew and placements (‘The Department’)

Main purpose of the post:

To lead the Stage Management Department for all SJT productions and associated events, with particular regard to maintaining high production values. 
Specific responsibilities at the SJT and on tour:
The administration and supervision of ‘The Department’ within agreed budgets, and the management of performances, technical and dress rehearsals.
The management and support of the rehearsal process, including the creation of a definitive props, furniture & dressing list and, together with the Design Team, the provision of its contents within an agreed schedule & budget.

To work with the Production Manager in the recruitment, appraisal and on-going training of departmental staff; and to provide line management to all SM staff and the Acting Company. 
To actively promote awareness amongst departmental staff of the SJT’s Health & Safety policy, Fire and Safety procedures, COSHH, Child Protection and Equal Opportunities policies; and to provide Risk Assessments for each production.
When required, to act as Duty Stage Manager for visiting companies.

Any other specific and agreed areas of responsibility which may arise. 
Specific duties will include:

Attendance at meetings and rehearsals as required; and, in conjunction with the Production Manager, scheduling the work of ‘The Department’.

Discussing the feasibility of production designs, and advising on safe & suitable techniques to realise those designs.

Costing and controlling the work of ‘The Department’ in terms of time and materials.

Liaising with the Creative Team, outside contractors and companies, other production departments and the rehearsal process regarding the specific requirements of props, furniture & dressing, and ensuring the end product meets those requirements.

Ordering tools and materials as required for the work in hand, and making simple props.
In conjunction with the Design Team, ensuring the readiness of props, furniture & dressing during the production period; maintaining these elements of the show in performance and advising on the safe and proper use of props, furniture & dressing.
Ensuring all departmental areas of work, the stage, the rehearsal room and storage areas are kept clean and tidy; that all departmental equipment/infrastructure is used safely and is properly and regularly maintained.

Assisting with the development and implementation of Health and Safety procedures with particular regard to Risk Assessments.

Devising & maintaining systems for the physical and paperwork control of the production in performance, and liaising with other production departments over show maintenance requirements.
The organisation of stage cues for the A.S.M and stage crew; and when required, the participation in stage cues during performance.

Ensuring the day to day flow of communication between ‘The Department’ and the rest of the building; and between stage departments during the technical rehearsal.

Driving the theatre van and hired vehicles for deliveries, collections and other purposes.

Transferring set, costumes, props, furniture etc between the theatre, stores, and rehearsal rooms; and, in conjunction with the Production Manager, deciding which items are kept in storage, and keeping appropriate records.

To supervise the allocation and upkeep of the theatre’s dressing rooms.

When required, organise and oversee SM duties in conjunction with the Production Manager in relation to the SJT OutReach department.
Act in the best interest of the Scarborough Theatre Trust Ltd.; and maintain confidentially in all areas relating to the Scarborough Theatre Trust Ltd.

	
	


Terms and conditions:
Hours:                            
Buyout based on 43hrs per week with 6 day working

TOIL will be accumulated after 43 hours worked excluding Sundays (where Sunday is the 6th day) which would be double TOIL.

Notice Period:                
1 month by either side

Salary:                            
£22,360 per annum/£22,828 from April 1st 2012 
(The salary will be paid monthly)

Holiday entitlement:

24 days (plus public holidays)

The post holder will have a clean driving license.
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