
 

Job Summar y 

Assi st ant Pr oducer (Mat er nity Cover) 
 

Responsi bl e to:  Head of Pr oduci ng 

Ter m:      Per manent  

Sal ary:    £29, 000 per annum 

 

Hour s:  35 hours. Normal  offi ce hours ar e 

10am – 6pm Monday t o Friday. 

Thi s rol e will requi re some 

addi ti onal  earl y mor ni ng, eveni ng 

and weekend work 

Benefits i nclude:  Contri but ory Pensi on Scheme; 

Season Ti cket Loan Scheme; 

Tr ai ni ng and Devel opment  

opport uni ti es,  st aff comp ticket s 



 

Holi day:  25 days per annum, ri si ng by 

one day f or each f ull fi nanci al 

year worked to a maxi mu m of 

30.  

Pr obati on Peri od:   3 mont hs 

Noti ce peri od:  1 mont h f or ei t her part y 

duri ng pr obationary peri od, 2 

mont hs t her eaft er. 

 

 

  



 
 

Job Descri pti on 

Assi st ant Pr oducer (Mat er nity Cover) 
 

Responsi bl e to:   Head of Pr oduci ng 

Key Obj ecti ve:  To work as a me mber of t he 

Pr oduci ng t eam as an assi st ant 

pr oducer i n t he admi ni stration, 

support and deli very of Young Vi c 

pr oducti ons at t he Young Vi c and 

el sewher e.  

To assi st wi t h ot her t heatre 

admi ni strati on as requi red.   

 

Key Duti es:  



 

To support t he work of t he pr oduci ng t eam,  i ncl udi ng 

but not li mi t ed t o:  

 Mai nt ai n an accur at e and up-t o- dat e contract s l og 

and contract sheet f or each pr oducti on, and 

ensur e t hat al l si gned contract s are posted, 

ret urned, scanned and fil ed.  

 Li ai se wi t h casti ng di rect ors, organi se audi ti on 

space and copy and send scri pt s as requi red.  

 Check avail abiliti es f or actor s and creative t eams 

and keep an up t o dat e recor d.  

 Set up meetings f or t he Head of Pr oduci ng, 

Associ at e Producer, Pr oducer and arti sts as 

requi red.  



 

 Wel come vi si ti ng arti st s i nto t he buil di ng, 

or gani si ng spaces and refreshment s as requi red.  

 Code and l og i nvoi ces and pay ment s.  

 At t end meet and gr eet s and first previ ew f or each 

pr oducti on, and any ot her meeti ngs as requi red.  

 Manage t he house seat s f or each show.  

 Over see and admi ni strat e pr ess ni ght s: manage 

i nvit es and ti cket request s, pr ess  

ni ght car ds and gifts, organi se ent ert ai nment and 

refreshment s.   

 Dr aft and i ssue contract s for act ors and cr eati ve 

t eams.  

 Assi st wi t h budget tracki ng and management.  

 Manage t he produci ng depart ment’s expenses.  



 

 Research and book travel  and accommodati on f or 

vi siti ng arti st s and compani es  

wi t hi n an agreed budget.  

 Obt ai n vi sas, wor k per mi t s f or vi siti ng arti st s and 

compani es.  

 Co mpl et e child / ani mal  perfor mance li cence 

request s.  

 Support t he Head of Pr oduci ng, Associ at e 

Pr oducer and Pr oducer t o ensur e smoot h runni ng 

of t he pr oduci ng t eam, and excell ent 

communi cation wi t h t he rest of t he or gani sati on 

regar di ng each pr oducti on.  

 Mai nt ai n an accur at e and up-t o- dat e Pr oducti on 

I nf or mati on chart, and att end pr oduci ng meeti ngs.  



 

 Conti nue t o revi ew and proacti vel y make 

suggesti ons for i mpr ovi ng and streaml i ni ng 

admi ni strati ve pr ocesses wi t hi n t he pr oduci ng 

t eam.  

 

General Admi ni strati on  

 Arr ange meet i ngs and book rooms as requi red.  

 Use Tessi t ura t o manage cont act i nf ormati on and 

seat s.  

 Assi st i n ensuri ng personal dat a coll ect ed by t he 

Young Vi c vi a t he pr oduci ng  

t eam f oll ows GDPR compl iant met hods.  

 Hol d a company credi t card and reconci l e 

expendi t ure on a mont hl y basi s.  



 

 Col l at e and moni t or Equal Opport uni ti es dat a f or 

pr oducti ons in a ti mel y f ashi on f or ACE reporti ng.  

 At t end oper at i onal  and or gani sati onal  meeti ngs as 

requi red and ensur e good communi cation of 

matt ers ari si ng acr oss t he or gani sati on.  

 Col l at e dat a for f undi ng report s and annual  

ret urns as requi red.  

 Obt ai n vi sas for i nt ernati onal  worki ng, as requi red.  

 Ad mi ni strati ve support f or new i deas, readi ngs, 

wor kshops and commi ssi ons t hat t he produci ng 

t eam t akes on.  

 On occasi on manage one-off event s, i ncl udi ng 

setti ng and managi ng budget s, negoti ating and 

i ssui ng hi re agr eement s.  



 

 Assi st and be a poi nt f or cont act f or t he Young Vi c 

Associ at e Compani es as requi red 

 Assi st wi t h transf er of mat eri al s t o t he Young Vi c 

Ar chi ve, and lead on archi vi ng matt ers f or t he 

pr oduci ng t eam.   

 Support t he Young Vi c i n devel opi ng and 

mai nt ai ni ng the or gani sation’s appr oach and 

compl i ance i n rel ati on t o GDPR and act as Dat a 

Pr ot ecti on champi on f or t he pr oduci ng team.  

 To champi on and i mpl ement all poli ci es and 

pr acti ces and t o embody t he val ues and codes of 

conduct commensur at e wi t h t he vi si on, mi ssi on 

and val ues of  t he or gani sat i on and its l eadershi p, 

i ncl udi ng activel y parti ci pat i ng i n devel opi ng our 



 

Anti - Raci sm pl an and strategi es t o reduce and 

off set car bon emi ssi ons.  

 To undert ake any ot her dut i es as appr opri at e t o 

t he post and as agr eed wi th t he Executive 

Di r ect or and Arti sti c Di rector.  

 

Pl ease not e: The att ached j ob descri pti on i s an 

overvi ew of the t ype of work and i s not an exhausti ve 

li st 

 

 
  



 

Personal Specifi cati on 

Assi st ant Pr oducer (Mat er nity Cover) 

 

Essenti al  

 St r ong or gani sati onal  skill s wi t h excepti onal  

att enti on t o det ail.  

 Excell ent admi ni strati ve experi ence.  

 Abi lity t o pri oriti se and be accur at e i n a busy and 

changeabl e wor k envi ronment.  

 Cl ear and confi dent writi ng skill s.  

 Cl ear and confi dent speaki ng skill s.  

 A track record i n co- or di nati ng and deli veri ng 

cr eati ve pr oj ect s. 



 

 Experi ence i n worki ng wi t h a range of part ners 

and st akehol der s and of managi ng sensiti ve 

rel ati onshi ps.  

 Hi ghl y moti vated, personabl e and fri endl y, wi t h 

experi ence of  worki ng well as part of a smal l  t eam 

eff ecti vel y or wor ki ng on own i niti ati ve and t ake on 

vari ed responsi biliti es as requi red.  

 The ability t o wor k under pressur e and j uggl e 

pri oriti es.  

 Abi lity t o set up, oper at e and devel op effi ci ent 

offi ce syst ems.  

 Excell ent I T lit eracy i ncl udi ng Wor d, Excel  and 

Outl ook or equi val ent pr ogrammes.  

 Hi gh degr ee of confi denti ality and di scr eti on.  



 

 Fl exi bility and reli ability.  

 A demonstrabl e passi on for cult ure and the art s.  

 Dedi cat ed t o lear ni ng, Equi ty, Di versit y and 

Incl usi on and access wi t hin t he art s. 

 Hi ghl y moti vated t o work  

 

Desi rabl e  

 Smal l -scal e produci ng experi ence (does not 

have t o be prof essi onal  experi ence).  

 Experi ence of  t heatre contract prepar ati on and 

admi ni strati on.  

 Knowl edge of  uni on and UK Theatre relati ons 

( BECTU, Equity, MU).  



 

 Knowl edge of  Tessi t ura or si mi l ar dat abase.  

 Experi ence of  organi si ng visas and work 

per mi t s.  

 Excell ent communi cati on skill s and t he ability t o 

i nspi re and rel at e t o all l evel s of prof essional  

pr actiti oners.  

 


