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October 2018
Dear Applicant, 

Thank you for your interest in the post of Director of Operations. 

Please find enclosed:

1. Job Description and Person Specification

2. About Theatre Royal Stratford East
3. Application Form

Completed applications are to be returned by 12 midday Monday 29th October 2018
First round interviews will be held Friday 2nd November 2018
Second round interviews will be held Thursday 8th November 2018
To apply for this position, please return your completed application form and a completed monitoring form to recruitment@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, 

Eleanor Lang
Executive Director

JOB DESCRIPTION

Job Title: 



Director of Operations

Reporting to:  


Executive Director

Line-managing:


IT Systems Manager, Building & Facilities Manager,

Operations Co-ordinator, Front of House Manager,

Agent for Change

Key Working Relationships:
Members of the Senior Management Team

Hours of work:


Usually 40 hours per week – Monday to Friday

10am to 6pm.  Due to this being a senior role there

will be occasions where work outside these hours is

required – there is no provision for paid overtime

however we operate an informal TOIL system

Main Purpose of the Post

This post is responsible for the effective and efficient day to day management of the company’s activities, overseeing several key areas of its operation.  It is a senior post working closely with the Executive Director and alongside the rest of the Senior Management team to head up operations and staffing across the organisation.  

Principal duties and responsibilities

HR

· Responsible for the day-to-day management of all personnel matters within TRSE’s staff team – to include recruitment, contracting, training, performance review, disciplinary and grievance.

· Maintain and develop the Theatre’s HR systems, policies and procedures and ensure the consistent application of same – within the frameworks of employment legislation and good practice. 

· Create and implement the annual training plan and manage the staff training allocations and budgets.

· Oversee the collation of appropriate data for equal opportunities monitoring and other comparative analysis as required.

· Liaison with the Finance Department to ensure accurate payroll and associated calculations, including final sign-off of payroll on a weekly basis.

· Pro-actively work to engender positive staff relations.

Hires

· Maximise ancillary income from the hire and other commercial exploitation of the theatre’s various spaces for activities around the main programme of work.

· Create and manage budgets, ensuring full cost recovery for any hires or events 

· Co-ordinate the execution of any such one-off events/ hires and ensure information regarding these events is communicated across the organisation.

Operations

· Oversee the management of the Front of House operation to ensure quality, efficiency, excellent customer service, consistent application of procedures and increased income generation through secondary spend.  

· Lead the team of Building & Facilities Manager and IT Systems Manager to ensure effective and efficient management and maintenance of the building and the operating infrastructure and facilities within it.

· Oversee the administration and office management function ensuring information is recorded accurately, updated and maintained safely.   

· Lead on the management of the theatre’s room-booking system and coordinate the booking of spaces for both internal and external needs (hires and artist/community bookings).

· Lead on encouraging good communication around the operations of the organisation – including chairing a weekly operations meeting & coordinating regular senior team and full staff meetings.

· Act as daytime duty manager as and when required.  

Health & Safety

· Primary responsibility for the management of Health & Safety across the organisation and its activity - in conjunction with the Building & Facilities Manager and Head of Production, to ensure compliance and best practice in respect of Health & Safety legislation and licensing requirements.  

· Oversee the Building & Facilities Manager ensuring the continues monitoring and review of risk assessment procedures for the organisation

· Oversee the Building & Facilities Manager to ensure fire training for all staff and that regular fire drills take place

· Ensure the correct number of staff are adequately trained in First Aid at all times

· Head up the Health & Safety Committee and take the lead on Health & Safety designations and draw up and maintain policies and procedures (eg. emergency incident plans, fire safety etc) alongside the Building & Facilities Manager

Environment

· Lead on ensuring there is a green agenda in the operation of the organisation – including chairing the Green Committee, updating and overseeing the implementation of the environmental policy and action plan, supporting the Building & Facilities Manager in implementing greener building technologies.

· Ensure that legal and statutory requirements are met (eg DEC certificate) and oversee collation of data to report on our environmental credentials.  

· Support changes in behaviour and equipment to contribute towards improving our carbon footprint.

Access and Equality

· Work with the Agent for Change to ensure the physical building is as accessible as it can be

· Work with the Agent for Change to continuously assess access and inclusion arrangements at Stratford East. 

· Work with the Agent for change to develop relationships with appropriate external agencies and organisations

· Ensure the organisation conforms to the Equality Act 2010 at all times

Insurance & Legal

· Liaison with the theatre’s insurers, maintaining inventories and ensuring that the Company’s insurance policies and levels of cover are appropriate and up-to-date.

· Maintain relationship with UK Border Agency and issue certificates of sponsorship for overseas artists as required.  

· Support the organisation in respect of contractual negotiations and agreements.

· Support the Executive Director in respect of GDPR.

Funding and Financial

· Collate information required by the Company’s core funding bodies in line with the conditions attached to these grants and the drafting of funding returns - including the development and maintenance of systems for capturing statistical information.

· Oversee, manage and implement various departmental budgets including core salary and operational budgets.

Other / General

· Management and organisation of one-off projects as required 

· Support and advocacy for Stratford East, its mission, aims and activity

· Foster and directly contribute to an environment that encourages and enables the progression of new theatre artists, practitioners and other personnel from across the Theatre’s communities.

· Any other tasks as required commensurate with the overall purpose of the post. 

PERSON SPECIFICATION

Essential

· Experience of operational leadership in a Theatre or Arts environment

· Experience of Health & Safety management and its application in theatre

· Ability to bring innovative solutions to everyday organisational challenges

· Excellent computer skills - familiarity with Microsoft packages e.g. Microsoft Office: Word, Excel

· Experience of managing IT systems

· Excellent people management skills including building and leading teams 

· Strong analytical skills, with good attention to forward planning and achieving strategic objectives combined with proven capacity to manage procedures

· Experience of human resources management and proven ability to manage an HR function in a small-scale company

· Knowledge of relevant HR and other relevant legislation and compliance requirements

· Financially astute with substantial experience of budget management

· Effective written ability across a range of documentation including strategic policy and procedure development. 

· Ability to motivate and to work collaboratively, flexibly and in partnership with others

· Ability to manage a varied workload with multiple priorities and deadlines

· Ability to self-direct and self-start

· Commitment to inclusion and equality of opportunity

· Interest in the work of Stratford East

Desirable

· Senior management experience 

· Building management experience

· Experience working in the area of access, particularly with regards to HR, recruitment and building accessibility

Contract type:
Full time and permanent

Salary:


£38,000 - £40,000 per annum dependent on experience

Hours of Work:
40 hours per week.




Usual office hours are Monday to Friday 10am to 6pm, with

occasional evening/weekend work required for which an informal TOIL system is in operation.

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:

6 months

TRSE is committed to a policy of equal opportunities embracing diversity in all areas of activity and positively welcomes applications from disabled people and people of all ethnicities.

About Theatre Royal Stratford East

Since 1884, Theatre Royal Stratford East, the historic producing house in the heart of London’s East End has spearheaded diverse work, and championed often marginalised stories on its stage. 

From 1953 – 1979 the theatre was the home of Joan Littlewood’s legendary Theatre Workshop Company. The Company received international recognition with their acclaimed productions such as Oh, What a Lovely War! and A Taste of Honey.

Many leading actors, writers and directors have been part of the Theatre Royal Stratford East family including Meera Syal, Barbara Windsor, Don Warrington, Sheila Hancock, Indhu Rubasingham, Tanika Gupta, Roy Williams and Cynthia Erivo to name but a few. 

Through its innovative Young People’s Programme the theatre reaches young people across Newham and beyond, providing access to high quality theatre training, development and artist support. 

Artistic Director Nadia Fall delivers a bold programme of reimagined classics, timely revivals and ground-breaking new work that seek to highlight the urgent political issues of our day and reach out to audiences across London.
	Post Applying For: 

Director of Operations

	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 noon on Monday 29th October 2018 to:
Theatre Royal Stratford East, Gerry Raffles Square, Stratford, London E15 1BN

recruitment@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, one of which must be your current, or most recent employer.

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:



