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Job Description

The Role
The Production Manager will support all freelance Production Managers on National Theatre of Scotland productions as well as providing support to the Technical Director and the Technical department. They will work alongside our Company staff to deliver the highest possible production values throughout the project and ensure clear communication at all times.  In addition, the Production Manager will provide production support for in house projects run by the NTS Creative Engagement, Development and Audience and Media teams.

Reporting Structure
The Production Manager will report to the Technical Director. 

Key Responsibilities
· To support the Technical Director with the budgeting, staffing, and planning for NTS Productions.
· To support Freelance Production Managers at all stages of project delivery.
· To provide specific support to Freelance Production Managers to administrate and implement Health & Safety and Green Book Policy.
· Take an organizational lead on Production Health and Safety Policies, ensuring that freelance staff are correctly inducted and that a safe working environment is maintained at all times.
· Assist in the delivery of Health and Safety policies within the Technical department.
· Together with the Technical Director, oversee and manage the company’s commitment to the Theatre Green Book and ensure freelance staff are adequately inducted, leading on the recording of data and carbon counting for productions.
· To ensure that proper communication exists between all members of the production team and the technical department.
· Support senior members of the project team including producers, project managers, and leading artists.
· Production Manage internal NTS projects.
· To attend rehearsals and meetings as required, acting as deputy for Production Managers at production meetings as required.
· To assist the Technical Director in the general running of the department.
· Provide Freelancers with admin support for Purchase orders and purchasing through Iplicit.
· Drive production vehicles if required in accordance with Company Policies.




Organisational Requirements
· Work towards the achievement of National Theatre of Scotland’s organisational goals.
·  Comply with the Company Health and Safety Policy and statutory regulations.
· Take part in organisational projects as required.
· As the post holder may be the first point of contact for numerous external organisations, and individuals, you are expected to remain up to date with, and aware of, developments within National Theatre of Scotland and its work.
· As the post will require handling, processing, and recording of restricted information, confidentiality is required at all times.
· Attendance at performances of the National Theatre of Scotland and other companies, to develop and maintain an understanding of developments within the company’s work and the wider sector

Person Specification

	Skills and Experience
	Essential
	Desirable

	Comprehensive experience of production processes and working practices in theatre or similar performance arts environment
	√
	

	Comprehensive experience of Production/Project Management of shows or events
	√
	

	Knowledge of current H & S legislation 
	√
	

	Commitment to training and development within the team
	√
	

	An open, engaged and positive manner when dealing with staff, visiting artists and creatives
	√
	

	Proven ability to work independently with only general direction and minimal supervision, and to manage and support a team
	√
	

	Ability to confidently engage and negotiate with suppliers, partners and colleagues at all levels to generate commitment to goals
	√
	

	Knowledge of the Theatre Green Book and sustainable working practices
	Ö

	

	Computer literate with experience of drawing software e.g. vectorworks, CAD etc
	
	√

	Identifying as from any of the Company’s priority underrepresented groups including people of colour, D/deaf/disabled people, Gaelic speakers, BSL, neurodiverse 
	
	√






Terms and Conditions of Employment

Responsible to: 		Technical Director 

Salary:		            £33,691 - £40,973 per annum depending on experience

Contract term:	            Permanent Contract

Holiday Entitlement:	 34 days per annum (inclusive of Public Holidays)
			          	 plus 1 Well-Being Day per quarter

Probationary period:	3 months

Notice Period:	           3 months

Pension:  			The Company makes an 8% contribution into the 					company’s group personal pension plan on condition that 				the employee makes a minimum contribution of 4%.

Place of Work:	The post will be based in National Theatre of Scotland’s office at 125 Craighall Road, Glasgow and elsewhere as required 

Hours of work:                	35 hours.  Office hours are 10am – 6pm, Monday to Friday plus evening and weekend work when required

Additional Hours:     	To be agreed in advance including attendance at National Theatre of Scotland’s performances, events and meetings out with normal office hours.
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