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07 June 2019
Dear Applicant

DEPUTY STAGE MANAGER
Thank you for your interest in the above vacancy. Please find attached:

· Job Description

· Person Specification

If you wish to apply please send us your CV with a covering letter, giving contact details for two referees.  You can send your application:  

1. By email to kevin.mccallum@traverse.co.uk or,

2. By post to  Kevin McCallum, Head of Production, Traverse Theatre, 10 Cambridge Street, Edinburgh EH1 2ED.
Applications should arrive no later than 10am on Friday 21st June 2019.  Please note that late applications will not be accepted. 

Our Candidate Privacy Notice can be viewed and/or downloaded from the jobs page on our website at https://www.traverse.co.uk/jobs
The panel will interview those applicants who appear, from the information available, to be the most suitable in terms of skills, qualifications and experience. It is essential that you demonstrate how you meet the particular experience and qualities sought.

Interviews will be held on 26th & 27th June 2019.  We regret we are not usually able to reimburse travel expenses.  If you are selected for interview we will notify you by 6pm on 24th June.  If you have not heard from us by this date please assume your application has been unsuccessful.

Please note all applicants must be able to provide documentary evidence of their eligibility to work in the UK and be in possession of any necessary work permit and/or visa.

Yours faithfully

Kevin McCallum
Head of Production
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Job Description

Post Title:

Deputy Stage Manager


Responsible to:
Company Stage Manager

Salary:


£468.00 per week

Key Purpose:
To assist in the creation of productions and projects of the highest artistic standards. 
To act as DSM on the book for Enough by Stef Smith. 
To contribute to the smooth and effective running of the Stage Management department.
Main Duties: 
In Rehearsal: 
· Create a ‘book’ through presence in rehearsals and by communication with the Director, Designer, Lighting Designer, Composer, Sound Designer or any other creative team members.

· Maintain excellent communication between the rehearsal room and the rest of the organisation, by the use of rehearsal notes and production meetings, particularly with matters relating to Health & Safety and which directly affect other departments.
· Monitor actors’ hours and inform the Company Stage Manager / Head of Production of any union related issues which arise. 
· Maintain the rehearsal room in a suitable condition, and ensure rehearsal props / furniture are in place. 
· Assist in the creation / realisation of props or furniture.
· Ensure that Health & Safety legislation is adhered to and that safe working practices are observed in the rehearsal room. 
· Undertake any other duties which may be reasonably required by the Company Stage Manager. 

In Performance: 
· To operate either lighting or sound and to cue all relevant actions in accordance with the Director’s instructions. 
· Maintain a thorough show report. 
· Maintain communication with the acting company and relay any issues to the Company Stage Manager.

The Traverse expects all staff to work as a team and conduct themselves in a responsible manner during working hours.  Punctuality is essential, and consumption of alcohol whist at work is not permitted.

Set turnarounds will be recorded in time-lapse for future Traverse marketing, such as You Tube, Traverse advertising DVDs and advertising on our Bar Café screen.  Recorded images of Traverse employees may be used for this purpose.

Please raise any work-related issues with the Company Stage Manager in the first instance.

Person Specification

Deputy Stage Manager

Essential 

· Proven experience as a Deputy Stage Manager 

· Excellent organisational and communication skills

· An excellent team player 

· A positive and motivated individual 

· Enthusiastic, committed and passionate about the Arts 

· The ability to work to tight deadlines and prioritise work 

· Ability to work evenings/weekends 

Desirable 

· A full clean driving licence 

· First Aid training 

Some Terms and Conditions:

Fee 

£468 per week (43 hour week, overtime as per Equity agreement). Subsistence payable in accordance with Equity/UK Theatre Subsidised Rep Agreement terms and conditions.

Hours of Work

This is a temporary position from 1 July 2019 to 25 August 2019 for the period of the 2019 Edinburgh Festival Fringe.
43 per week over six days, except in designated production weeks when based on a 46 hour week, with evening, weekend or bank holiday work as required.

Overtime

Rates will be based on 1/43rd of the basic weekly wage, except in designated production weeks when based on 1/46th. All conditions as per Equity / UK Theatre Subsidised Rep Agreement. 

Holiday Entitlement 

28 days per year or pro-rata for the weeks worked. 

Probationary Period

1 month. Notice Period Required 2 weeks, either side to be given in writing.

Additional Information:
· Applicants must be eligible to work in the UK and, if applicable, must hold any necessary work permits and/or visas.

· Applicants must be available for interview on 26th & 27th June 2019 at the Traverse Theatre, 10 Cambridge Street, Edinburgh EH1 2ED. 

· We can experience a high volume of applications and are unable to respond to all of these.  If you have not heard from us by Friday 25th June 2019 unfortunately your application has been unsuccessful.


· The closing date for applications is 10am on Friday 21st June 2019.
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