
Company Stage Manager
Job Description

Title of Post:
 
Company Stage Manager
Reports to:

Rehearsal Director 
Contract type: 

Fixed Term - 20th November 2017 to 1stth June 2018



40 hours per week during rehearsal periods and up to 48 hours 



per week during touring periods.  
Fee


£435.50 per week (SOLT/UK Theatre Opera and Ballet rates)
Job Specification

The Company Stage Manager of Phoenix Dance Theatre will be responsible for all Stage Management aspects of the company’s work in the lead up and during national and international tour scheduled for Spring 2018. The role will contribute to the effective delivery of all technical and production related activities in liaison with the Technical Manager including rehearsals and all company performances.
The following are key areas of responsibility:

Rehearsals and Pre-Tour
· Attending rehearsals as required, providing mark up and any assistance needed

· Communication of information between Choreographer and other relevant personnel (creative team) in liaison with the Rehearsal and Tour Director

· Responsibility for ensuring that the rehearsal studio is ready for rehearsals including the preparation and maintenance of all equipment.

· Preparation and makeup of the prompt copy

· Liaising with Choreographer/Rehearsal Director over scheduling of visits from members of creative team

· Writing up daily rehearsal reports and distributing to relevant departments

· Booking accommodation and travel for all dancers and technical team on tour

· Booking accommodation and travel for visiting members of creative team

· Ensuring music rights are in place before tour

· Ordering/buying consumable stock for the tour eg. mops, buckets, tape, water etc.

· Buying/sourcing/making all props for the tour

· Looking after visiting members of creative team (eg ensuring hotels are adequate, making sure they have schedules etc.)

· Assisting Rehearsal and Tour Director in rehearsals with filming and DVDs

· Compiling the tour packs for the dancers and other touring staff

· Liaising with Northern Ballet over studio issues/booking of additional space

· To support relevant personnel in the preparation of the production week schedule.  

· Supporting the Rehearsal and Tour Director and Technical Manager in ensuring the smooth running of all technical and dress rehearsals

· Assisting in compiling and maintaining risk assessments

· Updating tour schedules

· Contacting venues requesting technical information, accommodation lists, merchandise, post and pre-show talks etc. as required

Technical Fit ups and get outs

· Assisting the Technical and Production Manager with all get ins, fit ups and get outs

· Supervising the laying, taping and cleaning of company dance floor

· Laying carpet/runner backstage

· Ensuring the safety of each performance space

· Ensuring all cables are tidy and taped

· Ensuring the safety and well-being of dancers and crew while on stage

· Assisting with all masking 

· Company First Aider

· Liaising with FOH over merchandise/programmes and display boards

· Assisting with the fit up of technical equipment (eg. laptop, projectors)

· Assisting with sound checks and LX (walking the lights)

· Buying consumables (water for dancers etc)

· Preparing stage for company class

Performance/Touring

· Responsibility for the company from the half until curtain down

· To call all lighting, sound and stage cues for each performance at each venue on tour when necessary. 

· Supervision of stage crew and responsibility for setting props and scenery

· Daily liaison with Rehearsal Director and Technical Manager regarding any performance related issues and changes of schedule. 

· Production of show reports to be emailed back to Phoenix Dance Theatre office on a daily basis

· To undertake Company Manager duties on tour as required including being responsible for ensuring PDT programmes and display boards are handed over and collected from the relevant person at each venue. 

· To liaise with venue managers to ensure the quality and availability of backstage facilities is sufficient to meet the company’s needs. 

· Responsibility for petty cash and its accounting while on tour.

· To provide technical and production support to all other company activities whilst on tour including workshops and lecture demonstrations as required. 
· Maintain travel records for environmental reporting

Education

· To assist the Access and Education department with technical planning aspects of youth and education performances

· To provide stage management support to youth and education performances as required including fit ups/get outs, supervision of stage crew and show delivery.  
Other

· Driving as required. 

· To maintain and keep up to date all company first aid kits 

· To undertake any necessary risk assessments in conjunction with the company’s Technical Manager.

· Any other duties as reasonably requested

Person Specification

Essential

· At least 2 years Stage Management experience in a touring company

· A good knowledge of all areas of Production including Lighting, Sound, Projection and Stage Management

· Experience of cueing live dance/theatre

· Full clean driving Licence

· Have the ability to take initiative and be a team player

· Have excellent communications skills

· Computer literate

Desirable

· Have a recognised First Aid qualification

· A background in professional dance

COMPANY INFORMATION

Sharon Watson is the seventh Artistic Director of Phoenix, which in 2011 celebrated its 30th anniversary. A graduate of London School of Contemporary Dance, Sharon worked as a dancer with some outstanding British dance artists such as Michael Clark and Darshan Singh Bhuller prior to joining Phoenix as a dancer in 1989. Sharon remained at Phoenix for nine years where she took on additional roles as teacher and choreographer. She was Artistic Director with her own company ABCDance and has undertaken a large number of diverse commissions from the Royal Armouries to Scottish Millennium Festival. Sharon is a fellow of the Clore Leadership Programme, Creative Producer of Arts Beyond Contemporary Dance and has also served as a Lecturer at Northern School of Contemporary Dance for an extensive part of her career. Since taking over as Artistic Director in 2009, Sharon has choreographed four new works for the company’s repertoire – Never 2 Still toured in 2009, Melt in 2011 Repetition of Change in 2013 and Tearfall in 2015. 
Also In 2013 Sharon collaborated with BBC’s adaptation of Susanna Clarke’s novel Jonathan Strange and Mr Norrell and choreographed pieces to feature in the seven-part series screened in 2015.

In 2014 Sharon choreographed three major commissions – Ghost Peloton, for Yorkshire Festival 2014 Grand Départ of the Tour de France; Honour, a multimedia live performance by Quays Culture for the centenary of WW1; and a large scale performance for the RFL Challenge Cup Final at Wembley.

Sharon is a trustee of Matthew Bourne’s New Adventures, The Place, West Yorkshire Playhouse, and an artistic advisor for Central School of Ballet and Leeds Inspired. She has most recently been appointed as independent chair of the steering committee, bidding for European Capital of Culture Leeds 202

IN 2010 Phoenix relocated into their new headquarters with dedicated studios, storage and office space). This building is shared with Northern Ballet Theatre. 

Working Principles of Phoenix Dance Theatre

Phoenix Dance Theatre is a fast changing and dynamic company and the environment is both exhilarating and demanding. All our staff must be committed to a common set of principles and to sharing key ground rules:

· Providing the highest quality of services and facilities for dancers and dance audiences, 

· The needs and aspirations of audiences and users are key to informing and inspiring our work

· We operate as an Equal Opportunities employer and equality in the workplace is given the highest possible priority.

· We operate as a team. Each member of staff needs to be able to give and take feedback, to contribute and to listen.

We are receptive and open to incorporating relevant change into our working practices. Sometimes this means initiating change ourselves, sometimes it means responding to change in our work environment.

PHOENIX ARTISTIC HISTORY

The Phoenix Dance Company was originally formed in 1981 by David Hamilton (Artistic Director), Donald Edwards and Vilmore James. These three young men had their enthusiasm for dance sparked by the tuition they received from teachers: Nadine Senior at Harehills Middle School, and John Auty at Intake High School. In 1981, Nadine went on to found the Northern School of Contemporary Dance, and following her retirement in 2001, was Chair of Phoenix’s Board of Trustees for six years.

Initially, the three members of Phoenix performed work created within the company, mainly in educational settings. However, their fresh approach to contemporary dance won them support amongst audiences and critics on the small-scale and they quickly built a following beyond their home city.  By the summer of 1982, Phoenix had danced in London’s Battersea Arts Festival and acquired two other dancers, Merville Jones and Edward Lynch, also from Harehills.  

In 1987, Neville Campbell joined Phoenix as Artistic Director, marking a major expansion of the company and its repertoire and bringing in choreographers from outside the company. In the same year, Phoenix moved out of Chapeltown and established a permanent base at Yorkshire Dance in Leeds city centre. Under Campbell’s direction, the company employed female dancers for the first time, increased in size to ten and was very popular with middle-scale venues. Subsequent Artistic Directors were Maggie Morris (1991-96), who developed the company’s overseas touring, and Thea Nerissa Barnes (1997-2000) who safe-guarded Phoenix’s rich repertory history by establishing the first company archive. From 2002-2006, Darshan Singh Bhuller held the post of Artistic Director and the company sought to move into larger-scale venues. He commissioned eight new works from established and young choreographers, sourced two existing pieces for company revivals and personally choreographed three new pieces, as well as restaging two of his previous works, including the full-length Planted Seeds. Javier De Frutos became Artistic Director of Phoenix Dance Theatre in October 2006 and programmed seminal works by American choreographers, alongside his own work, again attempting to move the company into larger-scale venues.

Phoenix Dance Theatre has grown from its roots in the Chapeltown and Harehills areas of Leeds, to become a well-established international company. In 1996, Phoenix alone represented British dance at the Cultural Olympiad in Atlanta, acting as a cultural ambassador for Britain. In 1997, the company was commissioned to perform before 52 international Heads of State at the opening ceremony of the Commonwealth Heads of Government meeting in Edinburgh. In July 1998, Phoenix was commissioned by the BBC to perform with Ronnie Size at the Windrush Gala concert, which was broadcast nationally. More recently, the company has toured Germany, opened the Galway Arts Festival and performed at the Holland Dance Festival. With the support of the British Council, USA, Phoenix completed a five-week tour of North America in Spring 2006. In Spring 2007 Phoenix was honoured to accept an invitation to close the International Festival of Contemporary Dance at La Biennale di Venezia.

In Phoenix’s long history, the company has worked with a diverse range of choreographers including Phillip Taylor, Shapiro & Smith, Bebe Miller, Dwight Roden, Michael Clark, Mark Baldwin, Rui Horta, Henri Oguike and the late Tom Jobe. Most recently, seminal works choreographed by Jane Dudley and José Limón have been re-constructed and re-staged for the company. Phoenix has worked with musicians and composers including Courtney Pine, Orphy Robinson and Jocelyn Pook and has commissioned music from South Asian Arts UK.  

In recognition of the artistic quality of the work produced at Phoenix during the last two years, the company received nominations at the 2007 Critics’ Circle National Dance Awards. Dane Hurst, one of the new generation of dancers at Phoenix won the ‘Spotlight Award for Male Artist (Modern)’ for performances with Rambert Dance Company, whilst Kialea Nadine-Williams, a past Phoenix dancer, won the ‘Spotlight Award for Female Artist (Modern)’ for her performances with Phoenix, which included Jane Dudley’s solo Harmonica Breakdown (1938). Javier De Frutos was nominated for ‘Best Choreography (Modern)’, for works created for Phoenix in 2007. In the same awards in 2006, Phoenix won the ‘Company Prize for Outstanding Repertoire (Modern)’, having previously been nominated in 2004. Phoenix Dancer and Artistic Associate Ana Lujan Sanchez was nominated again in 2008 for the Critics’ Circle ‘Spotlight Award Female Artist (Modern)’, having already been awarded the same prize in 2003. 

Mission

To inspire and entertain through dance, and to develop new audiences for dance, whilst enriching and embodying the spirit of a multi-cultural Britain.

Core Values

Phoenix seeks to deliver its mission through the pursuit of its core values of quality, diversity, inclusivity, access and communication, through all of its activities.

· Quality – in the individuals working with the company, in the work produced by the company, and in experiences for participants and audiences

· Diversity –  in the composition of the company members, and in the kind of experiences and opportunities offered

· Inclusivity – in programming work that has broad appeal, and in particular in the range and scope of educational activities

· Access – in producing work that is accessible and open to audiences from diverse backgrounds, and in opening up educational experiences to as broad a range of abilities in children and young people as possible

· Communication – in presenting work that is communicative and relevant to current audiences, and in the way we interact with audiences, venues and all partners

EQUAL OPPORTUNITIES IN EMPLOYMENT

Phoenix Dance Theatre has an equal opportunities policy for recruitment and employment. This means that everyone who works for us is treated equally, whatever their race, colour, ethnic or national origin, sex, marital status, responsibility for children or dependents, disability, sexually orientation, religious or practical beliefs.

We need to find out if our policy is working in practice and therefore need to collect information on the composition of our workforce.  The information we receive will enable us to improve our working and recruitment practices and ensure that employees and job applicants are receiving the best service from the company that they possibly can.  

To help us monitor the effectiveness of this policy you are requested to complete the form attached and return it to the company with your application. The questionnaire will be detached from your application on receipt and will not be made available to the recruitment panel alternatively you may wish to return the form in a sealed envelope marked “Monitoring Form”

This data will not be used for any other reason than the above and personal data will not be seen by anyone other than the Director with responsibility for Equal Opportunities.  
Thank you for your help

ASSISTANCE FOR INTERVIEW

To ensure we do not create any barriers in our selection process and to help us implement our equal opportunities policy effectively, please let us know if you would like us to provide any particular assistance for your interview, such as:

	· Induction loop

	· Sign Language interpreter (type)

	· Someone with you at the interview (eg speech facilitator)

	· Car Parking

	· Assistance in and out of a vehicle

	· Wheelchair access

	· Accessible toilet facilities


	Other assistance (please specify)
	

	
	

	
	

	
	

	
	

	
	


If you have any questions about your specific needs at the interview or would like to give us more information, please contact The Phoenix Dance Theatre office. 
EQUAL OPPORTUNITIES MONITORING FORM

	Gender
	 FORMCHECKBOX 

	Male
	 FORMCHECKBOX 

	Female
	
	

	
	
	
	
	
	
	

	Ethnic Origin
	 FORMCHECKBOX 

	Black – African


	 FORMCHECKBOX 

	Black - Caribbean
	 FORMCHECKBOX 

	Black – Other 

(please state)



	
	 FORMCHECKBOX 

	Indian


	 FORMCHECKBOX 

	Pakistani
	 FORMCHECKBOX 

	Bangladeshi

	
	 FORMCHECKBOX 

	Chinese
	 FORMCHECKBOX 

	Asian-other (please state)                     ________________________



	
	 FORMCHECKBOX 

	White – Irish


	 FORMCHECKBOX 

	White - British
	 FORMCHECKBOX 

	White – Other 

(please state)



	
	 FORMCHECKBOX 

	Mixed – 

White/Black African
	 FORMCHECKBOX 

	Mixed –

White/Black Caribbean
	 FORMCHECKBOX 

	Mixed – 

White/Asian



	
	 FORMCHECKBOX 

	Any other mixed background (Please state) ____________________________________



	
	
	
	
	
	
	

	Age group
	 FORMCHECKBOX 

	16-25
	 FORMCHECKBOX 

	26-34
	 FORMCHECKBOX 

	35-49
	 FORMCHECKBOX 

	50+

	
	
	
	
	
	
	
	
	

	Disability: Do you have any long-term physical or mental condition that affects your ability to carry out day-to-day activities. (Advice can be obtained from the Disability Rights Commission 08457 622 633)

	
	
	
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	
	

	
	
	
	
	
	
	
	
	

	Are you a carer?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	
	


A Carer is someone who has the responsibility for providing or arranging care for someone else who, due to long term illness, disability or old age, is not able to care for him or herself.
A Carer can be: 

· A parent 

· A son or daughter 

· A brother or sister 

· A husband, wife or partner 

· A relative, friend or neighbour and is someone who is not paid for the care they provide 

Young Carers are children and young people who take or share responsibility for the care of another person (Carers Act 1995) Parent Carers are those with responsibility for a child with disabilities. Carers can provide from a few hours care a week up to 24-hours a day.
