March 2010
Dear Applicant,

Thank you for expressing an interest in the position of Outreach Technical & Project Manager within the Borderlines department at the New Vic Theatre.  I am pleased to enclose an application form and further details about the post.

Please note that the closing date for the receipt of written applications is noon on Tuesday 4th May 2010. 
Ensure that your application contains details of relevant experience and the qualities you believe you could bring to the position.
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Each application form must be signed and therefore we are unable to accept completed applications via email.
To find out more about the New Vic Theatre visit our website www.newvictheatre.org.uk   If you have any queries regarding the post please telephone myself on 01782  717954.

With thanks once again for your interest.

Yours sincerely

Tracey Wainwright

Administration Manager

Enclosed:

Application Form

Equal Opportunities Form

Organisation Chart

Job Description

Person Specification

Disclosure Statement
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JOB DESCRIPTION

Outreach Technical and  Project Manager
Responsible to: Borderlines Director 

The work of New Vic Borderlines is central to the New Vic Theatres ethos to make theatre accessible to all, and to bring to theatre new and diverse voices.

Role Profile
The Outreach Technical and Project Manager will work for the New Vic Borderlines department providing Stage Management, Technical support and Project Co-ordination for all aspects of Borderlines work, including workshops, small-scale tours and other presentations at the New Vic Theatre and at external venues.

Borderlines work is supported by all departments of the New Vic Theatre, including the technical (lighting and sound) department, stage management, Scenic and props workshop and Costume department.  However, the job holder provides a wide range of support on a stand-alone basis.
The majority of the work of Borderlines is participatory.  However from time to time projects include professional performances at the New Vic and at community/education venues and very occasionally other theatres.
Duties will include:
Stage Management & Technical

· Stage managing and providing technical support for all aspects of Borderlines work.

· Facilitating workshops for practitioners, including the preparation and provision of equipment and /or props.
· Pre-visits to external venues prior to workshops and tours. 
· Organising, rigging, focussing and operating technical equipment for workshops, presentations and performances.

· Occasional lighting and sound designs for Borderlines performances 

· Assist with fulfilling all relevant Health and Safety requirements, including COSHH documentation relevant to the materials used under the supervision of the Production Manager
· Ensuring the maintenance and storage of properties, costume, scenic elements and equipment relating to Borderlines projects.

· Gathering and maintaining of costumes and props for workshops and shows. 
· Facilitating sessions involving making and painting sets/props and/or lighting and sounds with range of project participants.  
· Assisting in the making and finishing /painting of sets.

· Attending rehearsals, performances, production meetings and other events as required.

· Timetabling and managing tours, including actors calls, keeping actors time sheets, submitting overtime sheets and ensuring adherence to appropriate contractual agreements.

Project Management

· Liaising with the Borderlines Director about the scheduling of projects. 
· Co-ordinating workshop projects, presentations and performances with external partner organisations.

· With the Administration Assistant, communicate information on all Borderlines projects to other New Vic departments.

· Ensuring comprehensive records of projects including, venues, shows and tours are kept up to date.

· Archiving recorded material and ensuring the adequate documenting and archiving of all work for future reference.

· Ensuring that financial records for on all projects are updated and a clear record of payments is available to Senior Managers. 
· Drafting Project Proposals and Costings for some projects.

· Supporting the Borderlines Director in promoting the work of Borderlines to potential partners and government agencies including attending internal and external meetings.

· Collate participant information and other statistical data for funders/partners for processing by the Administration Assistant.

General

· Liaising with Production Manager and other New Vic departments ensuring that Borderlines projects benefit from access to all the resources of the New Vic.

· Ensuring and encouraging regular meetings so that the workload and timetable is discussed throughout the department.

· Attending staff/department meetings 

· Attending training as required.

· Any other duties that may reasonably be required which may from time-to-time include involvement in other New Vic projects 
PERSON SPECIFICATION

Outreach Technical and Project Manager
Essential:
· Relevant training or professional experience

· Excellent organisational skills

· Good verbal and written communication skills

· Good working knowledge of Stage-Management and Technical aspects of theatre production particularly the ability to set up and operate sound and lighting equipment. 

· Ability to communicate with a wide range of people including people with learning disabilities, communities with issues/problems, young offenders, local authority officers and project partners (i.e. Colleges, Schools, Fire Brigade, Police Service).

· Ability to work with theatre in non traditional forms

· Ability to work with a wide range of people both in workshops and performance
· Computer literate 
· Full driving licence and experience of driving vans

· Ability to work unsocial hours, including some evenings, weekends and bank holidays
· An ability to work to short deadlines and under pressure 

· An ability to work independently and with initiative 
Desirable:
· Experience of theatre in the community/education
· Experience of small scale touring theatre.

· Understanding of the structure of Local Government and the Social Care System.

· An ability to undertake simple lighting design
· Basic scenery construction and propmaking /scenepainting 
· An ability to use video / digital cameras, video recorders and mini discs

· Understanding of theatre design

· Participating/Leading Workshops and Forum Theatre.

· An interest in social politics

Terms and Conditions

· Salary £19,500 per annum paid monthly in arrears

· 40 hours per week, worked over 5 days
· All employees are expected to work some evenings, Saturdays and Sundays if required
· 4 weeks, (plus bank holidays) per annum, rising to 4 weeks and 2 days (plus bank holidays) after 3 years continuous service and 5 weeks (plus bank holidays) after 5 years continuous service.
· The probationary period for this post is 3 months

· The notice period for this post is 8 weeks.

· This position is subject to satisfactory CRB disclosure

· Successful candidates will be required to present appropriate documentation as specified under section 8 of the Asylum and Immigration Act 1996.

New Vic Organisation Chart
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Advice on Completing the Application Form-
Please take care in completing the application form.  The decision to shortlist for interview will be based on the information you provide on this form.  

All jobs at the New Vic Theatre have a Job Description and Person Specification which lists the skills, knowledge and experience required.  Please ensure you have both the Job Description and the Person Specification before you complete this form - you will not be short listed unless you can demonstrate in your application that you meet all of the requirements listed.

New Vic Theatre values diversity in the workplace and positively encourages applicants from all sections of the community.  In accordance with good equal opportunities practice, section 1 and the equal opportunities monitoring form will be separated before short listing.  Please ensure that all questions on the application and equal opportunities monitoring form are fully completed.  The short listing panel will make their decisions based solely on Section 2, without access to any personal information.   CV’s and covering letters will not be used during short listing.  
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

Disclosure Service Policy Statement on the Recruitment of Ex-Offenders

· As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, the New Vic Theatre complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.
· The New Vic Theatre is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background.
· We have a written policy on the recruitment of ex-offenders, which is made available to all Disclosure applicants at the outset of the recruitment process.
· We actively promote equality of opportunity for all with the right mix of talent, skills, and potential and welcome applicants from a wide range of candidates, including those with criminal records.  We select all candidates for interviews based on their skills, qualifications, and experience.
· A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned.  For those positions where a Disclosure is required, all application forms and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position.
· Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process.  We request that this information is sent under separate, confidential, cover to a designated person within the New Vic Theatre and we guarantee that this information is only to be seen by those who need to see it as part of the recruitment process.
· Unless the nature of the position allows the New Vic Theatre to ask questions about your entire criminal record we only ask you about “unspent” convictions as defined in the Rehabilitation of Offenders Act 1974.

· We endeavour to ensure that all those at the New Vic Theatre who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also endeavour to ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.
· At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position.  Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.
· We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.
· We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.
Having a criminal record will not necessarily bar you from working with us.  This will depend on the nature of the position and the circumstances and background of you offences.




	Title 
	

	First Name:
	

	Surname
	

	Permanent Address


	

	Email Address
	

	Home Telephone No.
	

	Mobile No.
	









New Vic Theatre

Equal Opportunities Monitoring Form

The New Vic is committed to ensuring that job applicants are treated fairly and consistently and that no one is disadvantaged or discriminated against because of their gender, ethnicity, age or disability. 

The information you provide assists us in fulfilling this commitment and assists greatly in the development and evaluation of our equal opportunities policy. Information you provide will be treated in strict confidence and will not be seen by anyone involved in the selection process.

Tell us if you need this form in another format e.g. in large print or on computer disk.

Ethnicity

How would you classify your ethnic origin in the following categories from the 2001 census?
White   
British




 FORMCHECKBOX 

Irish




 FORMCHECKBOX 

Any Other White


 FORMCHECKBOX 

(please specify)

..........................................................................

Asian or British Asian

Indian




 FORMCHECKBOX 

Pakistani



 FORMCHECKBOX 

Bangladeshi



 FORMCHECKBOX 

Any other Asian  background

 FORMCHECKBOX 

(please specify)

..........................................................................

Chinese or any other Ethnic Group

Chinese




 FORMCHECKBOX 

Other




 FORMCHECKBOX 

(please specify)

..........................................................................

Black or British Black

Caribbean



 FORMCHECKBOX 

African




 FORMCHECKBOX 

Any Other Black Background

 FORMCHECKBOX 

(please specify)

..........................................................................

Mixed

White & Black Caribbean

 FORMCHECKBOX 

White & Black African


 FORMCHECKBOX 

White & Asian



 FORMCHECKBOX 

Any other mixed 


 FORMCHECKBOX 

(please specify)

..........................................................................

I prefer not to answer this question.
 FORMCHECKBOX 

Gender

How would you classify your gender

Male

 FORMCHECKBOX 

Female

 FORMCHECKBOX 


I prefer not to answer this question
 FORMCHECKBOX 

Age

Please provide your date of birth


……………………………………………..

Please Turn Over

Disability

The Disability Discrimination Act defines a person as having a disability if he/she “has a physical or mental impairment which has a substantial long term effect on his or her ability to carry out normal day to day activity".

Do you consider that you have a disability? 


Yes 

  FORMCHECKBOX 

No 

  FORMCHECKBOX 


I prefer not to answer this question
  FORMCHECKBOX 

Please detail the nature of the disability.

...................................................................................................................................................................

Please state any adjustments or aids that may be required should ...

...you attend the interview?

...................................................................................................................................................................

...you be offered the role?

...................................................................................................................................................................

The New Vic guarantees an interview to all applicants with a disability - provided they meet the minimum qualifying criteria for the particular vacancy and to consider them on their abilities.

Please tick this box if you wish to participate in the New Vic’s guaranteed interview scheme. 
 FORMCHECKBOX 

Health

Have you been absent from work/college/school because of illness in the last two years? 








YES   FORMCHECKBOX 

NO  FORMCHECKBOX 
 

If yes, please state the number of days you were absent (you may wish to indicate the reason for any extended absence)

...................................................................................................................................................................

Have you any medical condition which might affect your ability to carry out the responsibilities of the post or which has been a factor in previous employment?    YES/NO (Please delete as appropriate)

If yes, please provide details

...................................................................................................................................................................

Rehabilitation of Offenders

Have you ever been convicted of a criminal offence? 

YES   FORMCHECKBOX 

NO  FORMCHECKBOX 

If your answer is YES, please give details on a separate sheet of any un/spent convictions you are required to disclose under the Rehabilitation of Offenders Act 1974.  Please contact us if you require further clarification.  This information will be treated in the strictest confidence.

Permission to Work in the UK

Are you able to legally work in the UK?    


YES   FORMCHECKBOX 

NO  FORMCHECKBOX 
 

Successful candidates will be required to provide evidence of the right to be employed in the UK.  

Thank you for completing the form.
DECLARATION


I confirm that the information I have given on this form is correct.





Signed …………………………………………...           Date ……………………..………  





Please return the completed form to:-  


New Vic Theatre, Etruria Road, Newcastle, Staffs, ST5 0JG.    Please mark envelope “Private & Confidential”. The Deadline for applications is on the letter which accompanies this form.





Data Protection Act – 1998.  If you are appointed, some information from this form will be stored on computer administration files.  























REFERENCES:


Please provide the names of two referees who, wherever possible, should be previous employers with whom you have worked for at least one year.  One of your referees should be your present/most recent employer.  If you have not been previously employed then Head Teachers/College Lecturers/Course Leaders, etc, are acceptable as referees�


REFEREE 1					REFEREE 2


Name:						Name:�Address:					Address:�





Telephone No.:					Telephone No.:�Job Title:					Job Title:�How long have they known you?		How long have they known you?





May we request your referees at any time?   	YES / NO



































Office only: Applicant No. 			Application for the post of:              Outreach Technical &Project Manager





SECTION 1 - PERSONAL DETAILS





Please complete the form in BLACK INK or type.  You may re-type this application form, maintaining the same question and page format if you wish








Office only: Applicant No. 		Application for the post of:            Outreach Technical &Project Manager








Previous Employment


Please list jobs in date order, starting with your last job before current position, and work backwards





Name of Employer and		From	         To			Job Title and Duties Performed


nature of business















































Have you had a good attendance record? (please tick)     Yes  [   ]    No  [   ]


Please give number and duration of absences during the past 12 months:








Present/Most Recent Employer (paid or voluntary work)�Name and Address of Employer:


Nature of Business:


Job Title:





Present Salary:						Other Allowances:





Full Time or Part Time:  





If Part Time, state hours worked per week: 





Date of Appointment:





Briefly describe the current work you do and your duties:











Reason for wishing to leave your present post:





Notice Required:





SECTION 2 – APPLICATION FORM


Application for the post of:  Outreach Technical & Project Manager





Office only :   Applicant No. 		  





Leisure Interests: 























Do you hold a current full valid driving licence? (Please tick)	Yes  [   ]	   No  [   ] 





Education / Training / Qualifications


�Schools (after age 11 up to and including A-Levels or equivalent)��School/College 	 			Qualifications (inc. grades)��























Further Education (University, Technical College, Evening Classes etc.)


�Name of University/College etc. 	Qualifications (inc. grades)




















�


Professional / Other Training��Training Course			Organising Body				Dates





Additional Information:


Please let us know why you think you are the right person for this job by telling us how you think your experience/skills/training meet the requirements of the Job Description and Person Specification.    Use additional A4 sheets if needed.  Please do not attach a CV instead of completing this section.




























































































































































































Tel  (01782)     Admin  717954     Fax  712885     


Box Office  717962       www.newvictheatre.org.uk





Etruria Road, Newcastle-under-Lyme, Staffordshire ST5 0JG





Stoke-on-Trent and North Staffordshire Theatre Trust Ltd.  Registered Office at Etruria Road Reg Number 911924 England Charity Reg No 253242.





The New Vic operates thanks to a unique partnership between Arts Council England, West Midlands, Staffordshire County Council, Newcastle-under-Lyme Borough Council and Stoke-on-Trent City Council




















