


								        


Short Term, Part Time Stage Management posts
Friday 28 September - Sunday 14 October 2018

Time:	As needed during the Festival from Friday 28 September - Sunday 14 October inclusive. Generally weekday evenings (generally 6pm-10.30pm) and weekends (from 12.30pm -10.30pm Saturday and Sunday). 
There will be up to two briefing meetings in late September.

Salary:     			£7.83 per hour. Please note no overtime is payable 

Directly Responsible to:	Festival Director/Event Managers

Ultimately Responsible to:  	The Festival Director

Responsible for:	Any Assistant Stage Managers or volunteers/stewards moving furniture/setting out chairs

Purpose of role:	To keep the Festival running smoothly and to time and to provide Stage Management support for Festival Events including: setting up staging and stage furniture; setting out chairs in venues; setting up back drops; preparing and tidying dressing rooms; providing drinks and snacks for authors; helping authors with mics as needed; showing authors to and from the stage/to and from their dressing rooms; starting events; dealing with emergencies during events.

Tasks
Stage
· Setting up staging in accordance with Health and Safety guidelines
· Setting up stage furniture – tables, chairs, lectern
· Arranging stage décor
· Setting up back drops
· Ensuring supply of water and glasses
· Liaising with technical team


Dressing Rooms and Venue
· Ensuring dressing rooms are clean and tidy before and after event






· Ensuring authors supplied with appropriate food and drink in dressing rooms
· Where needed, sourcing food and drink and or equipment for authors
· Buying a regular supply of sandwiches for authors and Festival staff
· Ensure venue clean and tidy before event
· Planning, putting out and arranging audience seating in accordance with Health and Safety guidelines
· Ensure all fire exits accessible
· Set out coffee bar/other areas/displays as needed

Author Liaison
· Liaising with the Director to show authors to dressing rooms
· Ensuring authors welcomed and offered appropriate food/drink if Director unavailable
· Showing authors to the stage
· Coordinating start of events with Stewards, House Manager, Director, Authors and Technical team
· Ensuring authors leave the stage safely at the end of events

Event Management
· Remaining in the venue during events
· Dealing with minor on stage emergencies (eg. sound or lighting failure) or liaising with Director/Technical Director/House Manager as needed
· Dealing with seating problems- adding or removing chairs safely as needed
· Ensuring needs of disabled audience members met in liaison with Administrator and Technical Director
· Manage Assistant Stage Management staff

Essential Qualities/Experience
You must have:
· Excellent organisational skills, with the ability to think and plan ahead
· Excellent people and communication skills with high standards of courtesy and a pleasant manner
· Excellent attention to detail and good time keeping
· Knowledge/experience of stage management, theatre/arts/other events or conferences or working as a runner (can include music events, festivals, films, amateur, Uni or student events)
· The ability to meet deadlines and remain calm under pressure
· Ability to move and set up stage furniture, chairs and back drops safely 
· Basic understanding of sound and lighting and the words used (for liaison purposes only). The Stage Manager won’t be asked to operate any sound or lighting equipment.
· Ability to manage any assistant and deputy stage managers
· Ability to deal with small scale emergencies
· Understanding of health and safety procedures
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· Awareness of equal opportunities issues 
· Resourceful and hard working, with the ability to work as part of a team or on own initiative as the situation requires


To Apply
Email a CV and brief letter explaining how the role matches your skills and experience to: info@Ilkleyliteraturefestival.org.uk

The closing date for applications is 9am Friday 25 May 2018.

Interviews will be held in Ilkley in w/c 7 June 2018. 
Let us know if that week is a problem for you,

If you want to discuss the role, please contact Rachel Feldberg Director on 07932 738742
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