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June 2018
Dear Applicant, 

Thank you for your interest in the post of Sound/AV Supervisor. 

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 12 midday Friday 13th July 2018
Interviews will be held w/c 16th July 2018
To apply for this position, please return your completed application form to Velma Fontaine (vfontaine@stratfordeast.com) or c/o Theatre Royal Stratford East, Gerry Raffles Square, Stratford, London E15  1BN

You may find it helpful to look at the Theatre Royal Stratford East website www.stratfordeast.com for general information on the theatre’s policies, current programme and past history. 

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

With best wishes, 

Velma Fontaine

Operations Coordinator


Job Description

Job Title: 

Sound/AV Supervisor
Reporting to:
Head of Production

Responsible for:
Casual technical staff
Main purpose of the post

To be responsible for all aspects of the day to day running of the sound/audio visual side of the Electrics Department at Theatre Royal Stratford East (TRSE) and to support the Head of Production in facilitating the sound requirements of each production and the efficient management of the department as a whole.  The usual place of work will be Theatre Royal Stratford East, but it may sometimes to be required to work in other locations.

Principal duties and responsibilities

· Under the instruction of the Head of Production to facilitate the audio requirements of the show – liaising with the Sound Designer on produced and incoming shows.

· Supervision of casual technical staff.

· Ensure the safe and efficient loading in/out, rigging, focusing and operation of sound and video equipment for TRSE productions, co-productions and hires, within the schedule and budget limits agreed with the Head of Production, Producer and/or Production Manager of incoming shows in both the main house and Gerry’s Studio.

· Working shows as Sound Operator, programmer or production Sound engineer

· Undertake pre-show preparation – research, costing, ordering kit/consumables, as required and within the parameters of defined budgets.

· Ensure the maintenance and tidiness of Sound Department areas of work – including control room, sound position, amp room, sound store etc to the satisfaction of the Head of Production, reporting any faults immediately.

· Maintain in good repair all equipment (including PAT testing) and other stock items in the Sound Department advising on damaged equipment /reduced stock when appropriate.

· Attend production meetings, progress meetings, read-throughs and rehearsals as required

· Liaison with other departments regarding the planning of TRSE productions 

· Assist other members of the production departments as and when required– working particularly closely with the Head of Lighting in the delivery of Video for productions

· Work as designer, when required, on productions for the main stage, Gerry’s Studio and any other event under the remit of the Sound Department.

· Ensure good housekeeping in all technical areas of the theatre.

· Work with the Head of Production in the recruitment and training of new staff and casual workers. An emphasis on in work training and apprenticeship opportunities is part of TRSE’s vision for staff development in the industry.

· Be aware of and adhere to Health and Safety guidelines and Codes of Practice.

· Be a proactive member of the production team.

· Work with the maintenance department to carry out any general building repairs as requested by the Head of Production.  

· Any other duties commensurate with this post

Person specification

Essential

· Experience of rigging and focusing sound and AV equipment. 

· Proven experience of using analogue and digital sound desks and using Qlab. 

· Experience of sound design.

· Experience and proven skill in mixing live sound for theatre and music.

· Experience and knowledge of equipment maintenance: speaker repair, PAT testing etc.

· Experience of rigging, focusing and operating projection and video distribution equipment.

· Experience working in a producing theatre.

· Proven ability to read and understand ground plans and technical drawings.

· Experience supervising staff.

· Sound working knowledge of Health and Safety legislation as pertains to this area

Desirable

· Experience of rigging and operating sound equipment. 

· Experience of using Catalyst video software.

· Experience of using CAD or similar drawing software.

· Experience of hemp flying.

· Experience of equipment maintenance including PAT testing.

· Health & Safety training (LOLER, Manual Handling etc).

· First Aid at Work training.

· Working knowledge of AutoCad.

· A clean driving license.  

Contract type:
Full time and permanent
Salary:

£25,000 + overtime pro rata

Hours of Work:
43 hours per week + overtime as agreed

Holidays:

20 days per annum plus bank holidays pro rata. This will

increase by 1
day for each full holiday year of service completed

to a maximum total of 25 days pro rata.

Probation:

3 months

Theatre Royal Stratford East

Mission, Vision and Objectives

Mission 

Theatre Royal Stratford East 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 Stratford East’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 Stratford East 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: 

Sound/AV Supervisor

	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 12 midday on Friday 13th July 2018 to:-
Velma Fontaine, Operations Coordinator, Theatre Royal Stratford East,

Gerry Raffles Square, Stratford, London E15 1BN

vfontaine@stratfordeast.com


	A.  Personal Details

Mr/ Mrs/ Miss/ Ms  (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 (if applicable):  

Salary: 

per annum/ per week  (please delete as appropriate)
Notice required:  

Brief description of duties:  



	ii) Previous employment (please list most recent first).  Please note we do not accept CVs
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.  Access Requirements

Do you have any access requirements for the recruitment process, (e.g. interpreters, information in different formats, etc)? (please tick)

                                                                                       Yes       
  No

If yes, what assistance can the Theatre Royal Stratford East provide to meet your access requirements should you be called to interview?


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

Staff who require 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

Please state why you want this particular post and highlight the skills and experience that you could contribute.  Take this opportunity to address how you specifically meet the job and candidate specifications for this position – giving specific examples as appropriate. 

Please continue on a separate sheet if necessary.

	I.  References

Please give the contact details of two referees.

Name: 
Position: 
Organisation:
Address: 
Telephone:

Email:

Name: 
Position: 

Organisation:  
Address:
Telephone:

Email:  


       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:



