


		                                                       
                                                                       August 2010


Dear Applicant 

HEAD OF ELECTRICS

Thank you for your interest in the post of Head of Electrics

Please find enclosed:

1. Job Description and Person Specification
2. Theatre Royal’s Mission Statement
3. Application Form
4. Equal Opportunities Monitoring Form

Completed applications are to be returned by midday on 8 September 2010

Interviews for short-listed candidates will be held w/c 13 September 2010

Theatre Royal’s main stage productions focus on new work that is relevant to the communities of East London, including a significant proportion of Black and Asian work.  Theatre Royal also has an extensive education and youth arts programme.
To apply for this position, please return your completed application form to Velma Fontaine (vfontaine@stratfordeast.com).
.  

I hope that you will be interested in applying for the post

With best wishes, 


Velma Fontaine
Operations Co-Ordinator

JOB DESCRIPTION

Post:				Head of Electrics
Salary:			circa £22,500		
Hours:				43 hours average
Reporting to:	General Manager & show-specific Production Manager
Responsible for:		Deputy Head of Electrics, Casual Crew
Application Deadline:	8 September 2010
Interview Date:		TBC – w/c 13 September 2010

Main Purpose and Scope of Post:
To facilitate the electrical (lighting, sound, A/V and special effect) elements for each production as required by the Lighting/Sound Designer and Director, within the budgetary confines and timelines set by the Production Manager and General Manager.  To manage the electrics department, overseeing its staff and ensuring its equipment is used and maintained safely and efficiently.

Principal Duties and Responsibilities
Production
For all in-house productions, (including education dept. productions), co-productions, any subsequent tours and visiting productions:
· To liaise with the designers & director to understand the electrical requirements of each production and communicate those requirements to the relevant Production Manager and other members of the technical team.
· To supply accurate costings to the relevant Production Manager of lighting, sound & other electrical equipment, supplies and staff to facilitate the requirements of each production.
· To achieve the requirements of the lighting/sound designer and director as far as possible within the parameters of the production budget, the time available and Health & Safety considerations.
· To schedule the staff within the electrics department, to make best use of their time to achieve these requirements within the parameters of their contracted agreement.
· To be available for production meetings, rehearsals, technical rehearsals, get-ins, get-outs and performances as required.
· To encourage good work within the department to maintain high production values.
· To design the lighting and/or sound requirements for small in-house shows, incoming one-off shows and youth arts shows etc. if required.

Staffing
· To recruit & manage, in consultation with the General Manager, all permanent and casual staff within the electrics department.
· To ensure all staff are treated fairly and in line with their contracted agreement and the European Working Time Directive.
· To promote good working practice within the department and provide adequate supervision to maintain this.
· To follow through, in conjunction with the General Manager, disciplinary/grievances action with staff when necessary.
· To assess the training requirements of staff, notify the General Manager of these requirements and provide in-house training wherever possible.

Health & Safety
· To be familiar with current Health & Safety regulations relevant to the industry and to keep abreast of changes to such regulations.
· To ensure that working practises throughout the building adhere to the in-house Health & Safety policy and with Health & Safety regulations generally.
· To notify the relevant Production Manager and/or General Manager of any Health & Safety issues which arise.
· To provide risk assessments for the electrical elements of each production, and general risk assessments for specific areas of work within the department in consultation with the Building and Facilities Manager.
· To provide and maintain COSHH and Health & Safety records relevant to the department.
· To ensure the habitual upkeep of electrical equipment, including annual pat-testing and regular maintenance.
· To keep a good record of equipment and the maintenance thereof.
·  To be a member of the Health & Safety committee and attend Health & Safety meetings as required.
· To liaise with the Building & Facilities Manager regarding building H&S issues.

General
· To administrate the running of the electrics department, providing schedules, budgets, time-sheets, risk assessments etc. as required.
· To store & maintain equipment as required.
· To order new equipment & consumable supplies as required, within the budgetary constraints agreed with the General Manager.
· To liaise with the Building & Facilities Manager regarding electrical building issues – such as building lighting maintenance etc.
· To provide and manage electrical support for the building as a whole – annual pat-testing, lamp rounds etc.
· To attend HOD, Health & Safety and Staff Meetings as required.
· To take an active role in the theatre’s technical team and staff as a whole, and contribute towards fulfilling the creative and operational aspirations of the company.
· Support and advocacy for Theatre Royal, its mission, aims and activity.
· Fostering and directly contributing to an environment that encourages and enables the progression of new theatre artists, practitioners and other personnel from across the Theatre’s communities.
· Other tasks as required, commensurate with the overall purpose of the post. 





PERSON SPECIFICATION
Essential Qualities
· Significant experience of rigging, focussing and operating theatre lighting 
· Signficant experience of sound and a/v rigging and operating
· Experience of managing personnel and budgets
· Experience of working in a theatre environment
· H&S awareness/training
· Good communication skills
· Computer literacy 
· The ability to communicate well and delegate 
· The ability to work well within a team 
· A flair for creative problem-solving

Desirable Qualities
· Specialist skills – live sound mixing, familiarity with Sound and AV show control software, sound recording and editing skills, experience of the ETC Ion lighting desk, experience of pat-testing, experience of sound and/or lighting design
· Training and qualification in theatre electrics and/or electrical installation
· A clean driving licence
· Knowledge of the UK theatre infrastructure
· Knowledge of current arts marketing practice & industry developments
· Understanding of a building based arts organisation


THEATRE ROYAL STRATFORD EAST

MISSION, VISION AND OBJECTIVES

Mission 

Theatre Royal believes in the ability of theatre to achieve radical change, to shape and to reflect the hopes and dreams of individuals and communities.  It accordingly works to discover and develop new talent and new audiences, particularly amongst people who are often excluded from access to theatre.  

Vision 

Theatre Royal’s mission is inevitably sharpened by the nature of the district it is in.  The whole area of East London can be seen as at the front-line of change in British society, specifically given that Newham has the most culturally diverse and youngest population of any borough in the country.  Theatre Royal has a longstanding commitment to creating a continuous loop between its community and the work on its stage.  This pushes its aspiration to become a role model for the rich rewards to be gained from a wholehearted expression of multi-culturalism, in its programming and all its processes. 

Aims

· To make a key contribution to the development of a vibrant contemporary theatre sector that closely reflects the lively cultural diversity of urban British life 

· To widen people’s horizons, helping to develop the confidence and communication skills of individuals and communities, particularly those experiencing social and economic exclusion 

· To contribute towards the development of a harmonious and tolerant society

· To play a role in the social and economic development of East London, building on its role as a cultural flagship with a national and international reputation 

· To ensure that audiences, participants, artists and staff enjoy a positive engagement with Theatre Royal through a constant emphasis on the achievement of high quality in every aspect of its work 




	
Post Applying For: 

HEAD OF ELECTRICS



		
Please note the application due date on the job description enclosed.
Please complete all relevant parts of this form clearly in type or dark ink and use additional sheets if necessary.  Do not write on the reverse of any page.
Please send completed applications by:  midday on 8th September 2010   to:-

Velma Fontaine, Operations Co-ordinator, Theatre Royal Stratford East,
Gerry Raffles Square, Stratford, London E15 1BN


	A.  Personal Details
Mr (please delete as appropriate)  
Full name:  
Address:  

Telephone – home:                                             
                  -  work:                         
                  -  mobile:
Email 

	B.   Employment

i) Present or most recent employment
Name of Employer:  
Address of Employer:  
                                                           
Postcode: 
 
Nature of business:  

Post held:  

Date started:                                                Date finished 

Salary:   per week  (please delete as appropriate)

Notice required:  

Brief description of duties:  




	ii) Previous employment (please list most recent first).  You may substitute a c.v. for this section if you wish.

Dates                  Employer                                       Post























Please continue on a separate sheet if necessary. 

	C.  Education, Training, Qualifications and/or other relevant experience

Please include any voluntary work relevant to this position.


































	D.  Other Interests/Hobbies














	E.  Health/Disability

Do you have any health issue or disability that might affect your ability to carry out the duties listed on the job description? (please tick)

                                                                                       Yes                  No	

If yes, please give a brief description: 



What assistance can the Theatre Royal Stratford East provide (e.g. equipment, office adaptations, interpreters, etc) if you were to be called in for an interview or to assist you in carrying out the duties listed on the job description?



	F.  Work Permit
Do you require a work permit? (please tick)             Yes                  No 

Staff who requires permission to work in the United Kingdom will be required to submit the appropriate proof.  Documentary evidence should not be sent with application forms but candidates will be advised if and when it is required.  Failure to submit documentary evidence when requested will result in delay in appointment.


	G.   Criminal Convictions

Please give details of any criminal convictions you have had, excluding any ‘spent’ under the Rehabilitation of Offenders Act 1974.


















	H.                                                                   Supporting Statement


























Referees

	
Please give the contact details of two referees.


Name: 
Position: 
Organisation:
Address: 

                                                          
Telephone: 


Name: 
Position :
Organisation: 
Address: 

                                                          Postcode:
Telephone: 


       Please tick this box if you do not wish your current employer to be approached for a reference unless an offer of employment is to be made.


	
I agree that the above information is correct


Signature:                                                                             Date:







THEATRE ROYAL STRATFORD EAST
MONITORING FORM

Theatre Royal Stratford East is committed to an Equal Opportunities policy, including integrated casting.
This policy exists to ensure equality of opportunity and the elimination of discrimination on the grounds or worker's sex, martial status, age, creed, colour, race, ethnic origin, sexual orientation and physical, sensory or mental disability.

MONITORING

To ensure that an equal Opportunities policy is achieving its aims it must be monitored and for this to be effective, it is necessary to classify all employees and job applicants according to their ethnic origin, sex and disability. The records can then be used to establish whether any group is under or over-represented in certain areas. These areas can the be examined more closely in order to assess whether equal opportunities are being achieved or whether discrimination may be occurring.  The information provided will be detached from your application and used for monitoring purposes only.

Please tick the appropriate box/es

MALE            FEMALE 

CLASSIFICATION BY ETHNIC ORIGIN

The Commission of Racial Equality recommends classification by a combination or colour and ethnic origin, with the divisions as shown below and wherever possible, self-classification should be used.

	BLACK	
	
	
	WHITE
	
	

	Afro-Caribbean origin

	
	
	European origin
(including U.K.)
	
	

	
	
	
	
	
	

	African origin	

	
	
	Other, please specify:      
	
	

	
	
	
	
	
	

	ASIAN origin

	
	
	
	
	

	
	
	
	
	
	

	OTHER, please specify:	

	
	
	
	
	

	
	
	
	
	
	




CLASSIFICATION OF DISABILITY

SHAPE use the following definitions of disability:
"People with physical, mental or sensory disabilities: with hidden disabilities such as psoriasis, epilepsy, heart, chest conditions: people with disabilities linked to ageing: people suffering from mental illness".

We stress that the information collected on the form below is confidential and will not be used in any way whereby an individual can be identified.

Please tick as appropriate:                    
                                                                                                                                                                      
In the terms of the definition as outlined above, would you describe yourself as disabled in any way?

	YES
	
	
	NO
	






Please state where you saw this job advertised:
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