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Job Summary

Assi stant Producer (Maternty Cover)

Responsideto
Ter m

Sd ary:.

Hour s:

Benefitsindude:

Head d Fodud ng
Per nanent

£29, 000 per annum

35 hours. Normal dfice hours are
10am- 6pmMonday to Hiday.
Thsrde wll requre sone
addtiond early nornng even ng

and weekend work

Contri bu ary Pens on Sche ng;
Season Ticket Loan Scheme;
Tran ng and Devd opnent
opportunties, gdf conptickets



Hol i day:

Pr obati on Peri od:

Noti ce peri od:

Young
o

ViC

25 days per annum ridng by
one day fa each fdl financid

year workedto a max num d
30.

3 nont hs

1 nonthfa athe paty
duri ng probationary period 2

mont hs t her eaft e.
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Job Description

Assi stant Producer (Maternty Cover)

Responsibdeto Head d R odud ng

Key O ective: To work as ame mber o the
Produd ngteamas an assigdart
producer inthe admn sraion,
support and ddivery d Young M c
producti ons at the Young Vic and

d sewhere

To as9 4 wth d her thedare

admndraion asrequred

Key Duti es:
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To support the work d the produd ngteam ind ud ng

bu nalimtedta

e Maintananaccurae and up-to-dae contradslog
and contrac sheet fa each producti on, and
enswetha dl 9gned contracts ae posted,
reauned scanned and fil ed

e Liase wthcasting drectas, argan se audtion
space and copy and send scrigs asrequred

e Check aval ahlitiesfa adors and creaiveteans
and keep anuptodaerecord

e Set up neetings fa the Head o R odud ng
Assod a e Roducer, Hoducer and atists as

requred
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Wel cone v dting atigsirnothe bul dlng,
or gan 9 ng spaces and rereshnents as requred
Code andloginvaces and pay nents.
Atend neet and geds andfird prevewfa each
production, and any a her meeti ngs as required
Manage t he house sea sfa each show
Oversee and admn drae press nghts manage
InMtes and ti cket requests, press
ngh cads and gfts aganse entetanment and
rreshnments.
Dr aft andissue contradsfor actars and credive
teans.

Ass & wth budget track ng and management.

Manage t he produa ng depart nent’s expenses.
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e Research and book travd and acco rr!modati onfa
v gting atids and conpan es
wthn an agreed budget.

e Obtanwsas, work per mtsfa vgting atigs and
conpan es.

e Conpeechld/ an nd perfa mance licence
requests.

e Support the Head o A odud ng Assodd e
Producer and A oducer toensure snoath runn ng
o the produangteam and excdlen
commun caion wththerest d the argan saion
regard ng each producti on

e Maimtanan accurae and up-to-dae R oducti on

| rf or eti on chart, and atend produd ng meeti ngs.
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e Continuetorevi ew and proactivdy nmake
suggesti ons for i nprovi ng and streanhi ning

admn gréive processes wth nthe produd ng

team

Generd Adm nistration

e Arrange neetings and book roons asrequred

e Use Tesstuato nanage cort act i f amati on and
seds.

e Assig inensuring personal daacdleaed bythe
Young M c v athe produa ng
teamfdlows GDPR conpliant net hods.

e Hd d aconpany cedt card and recondle

expendtueon a nonthHy bass.
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e Cdlae and monta Egual Cpporturit!es daafa
productionsin ati nd yfash onfa ACE reporti ng
e Atend operaiond and organ saiond mneetings as
requred and ensur e good comnun caion d
matters a9 ng across the or gan saion
e Cdlaedaafor fund ng reports and annud
reuns asrequred
e Obtanvsasforinenaiond workng asrequred
e Admn graive support fa newi deas, read ngs,
wor kshops and comm ss ons tha the produd ng
teamt akes on
e On occad on manage one-off evernts, ind ud ng
setting and manag ng budgets, negdi a&ing and

Issung hre agreenernts.
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e Assq and be apan fa cont act fcrt!1e Young VW c
Assod ae Compan es as requred
e Assig wthtransfer d nateridstothe Young M c
Archive andlead on achiving nettersfor the
produd ng team
e Support the Young M cin devd opg ng and
mal nta nngthe organ saions appr oach and
conplianceinrdaionto GOPR and aat as Deta
Pra ection chanp onfa the produd ngteam
e To chanponandi ndenent dl pdiaes and
practices and to enbody the vd ues and codes o
conduct commensurae wththe v9on msg on
and vd ues o the argan saion anditsleadershp

Ind ud ng activd y partid paingin devd op ng our
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Anti- Rad sm@d an and straeg estoreduce and
of s¢ carbon e msg ons.
e To undertake any aher duies as appropriadeto

the post and as agreed wth the Execuive

Orecdo and Artigic Drecor.

Hease nae The atached job descrigionis an
overvew d the type d work andis na an exhausti ve

lig



Youn
Vic y

Personad Specificati on

Assi stant Producer (Maternty Cover)

Essenti d

e 3rong argansaiond sklls wth excepti ond

dtertionto detal.
e Excdlent adm n graive experi ence

e Ablityto priaritise and be accuraein a busy and

changeal e work environment.
e 0 ear and corfident witing sklls
e 0 ear and corfident speaking sklls

e Atrack recordin co ad nating and ddi veri ng

credive prgecs.
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e Experiencein workng wtharange dl pCartners
and s akehdders and d manag ng sensitive
rd aionsh ps.

e Hghy nuotivated personable andfriendy, wth
experience d workng wdl as part d asmall team
effectivdy o wor ki ng on own i nti &ive and take on
vari ed respond hlities asrequred

e The ahlitytowork under pressure andjugd e
pri ariti es.

e Ablityto set up, operae and devd op efidernt
office systems.

e Excdlent | Tliteacyindudng Word Excd and

Outl ook ar equ vd et rogra mmes.

e H gh degree o corfiderti ality and d screti on
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e A denonstrald e pass onfor cdture and the ats

A ex kility and rdi akility:

e Dedcaedtolearnng Equty, Dversty and
Ind us on and access wthnthe ats

e HghHy notivatedto work

Desirab e
e Smell-scd e produd ng experi ence (does na
have to be prof ess ond experi ence).
e EXxperience d thedre contract preparaion and
admn graion.
e Knowedge d urion and WK Theatrerdati ons

(BECTU Equity, M).
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e Knowedge d Tesstua a 3 mla da abase.
e Experience d agan dng uvsas and work
per nmts.
e Excdlent communi caion sklls andthe ahlityto

inspre andrelaetodl levelsd prdessond

pr actiti oners.



