Job Description

	Job Title:   Stage Manager    
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	Department: Commercial and Operations
	

	Service: Theatre Royal & Concert Hall
	

	Grade: G
	

	

	1 Job purpose

The Stage Manager's will be responsible for ensuring that the set up, co-ordination and production of a show runs as planned, until the production closes.

	

	2 Principal duties and responsibilities

	1. Stage managers have several key responsibilities and tasks to perform in each phase of a production, including;
· Organising the stage, sets and props.

· Reviewing set drawings and plans. 

· Scheduling and running rehearsals.
· Coordinating the work of the stage crew.
· Calling cues and possibly actors' entrances during performance 

· Overseeing the entire show each time it is performed
· Review working practices in line with appropriate technical and safety standards.
2. To support the long term development of the Stage area and venue in general.
3. To maintain clear performance measures and structures for the purpose of tracking team performance, tackling any issues that arise

4. To ensure the highest standards of customer service for the team and service, monitoring processes and working practices.

5. To consider and anticipate the impact of changes in legislation and developments in general working practice and its impact on the delivery of the service, taking immediate action where necessary to prepare for the future.

6. To coach and mentor others to address development needs, agreeing development goals where necessary.



	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy , IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6 Numbers and grades of any staff supervised by the post holder:

	

	

	7 Post holder’s immediate supervisor: Technical Director

	

	Prepared by/author:
	Dave Guy
	Date:
	May 2014

	Job title: 
	Technical Director


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person Specification
	Job Title: Stage Manager



	Department: Commercial and Operations
	

	Service: Theatre Royal & Concert Hall
	

	Grade: G
	

	

	Areas of 

responsibility
	Requirements
	Measurement
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	Communication
	Ability to communicate effectively at all levels.
	(
	(
	(
	(
	(

	
	Ability to motivate and lead a team.
	
	
	
	
	

	
	Ability to negotiate and influence others
	
	
	
	
	

	
	Ability to provide technical advice and recommendations
	
	(
	
	
	

	Knowledge & Skills
	Detailed experience of stage management within a performing arts venue.
	
	(
	
	(
	

	
	Knowledge of technical requirements of stage management, in addition to industry standards, and technical developments.
	
	
	
	
	

	
	Experience of developing the prompt book for productions
	
	
	
	
	

	
	Good knowledge of Rigging, ‘Flying’ and best practice.
	
	(
	
	
	

	
	Ability to use IT software, including Microsoft Office packages.
	
	
	
	
	

	
	Ability to plan and organise work effectively,

Ability to work to challenging deadlines
	
	
	
	
	

	
	Committed to personal development
	
	
	
	
	

	
	Ability support, coach and mentor others to support  development needs
	
	
	
	
	

	Work to promote mutual respect and good relations
	To demonstrate understanding of the Customer First approach towards service delivery and a commitment to Nottingham’s City Council’s Equality and Diversity Policy.
	
	
	
	
	

	Work Related Circumstances
	Willingness to comply with the City Council’s non-smoking policy.
	
	
	
	(
	

	
	Ability to work outside normal office hours
	
	
	
	(
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