Job Specification & Further Information
The Theatre Royal Bury St Edmunds

is recruiting to an intern position 

We would like to hear from anyone who aspires eventually to work in Arts administration, production, or marketing and who would like the opportunity to work regularly 3 days a week over a 6 month period as

PERSONAL ASSISTANT TO THE ARTISTIC DIRECTOR
This is an intern position with a high level of responsibility involving some routine basic work, the chance to work on a range of programmes, and the opportunity to tackle some bespoke projects from dream to reality. This is on the job training to complement your own work or study.  Expenses paid, but no salary or fee.

For a job specification and application info go to www.theatreroyal.org 

Deadline for applications: 3rd September
Interviews planned: 9th and 10th September (lunchtime)
To start: As soon as possible

Timetable 

The intention is to appoint by Monday 13th September
Work commencing 27th September or as soon after as possible
Contract to 25th March 2011, or subject to discussion.

Some background

The Theatre Royal Bury St Edmunds is a mix of producing theatre (mounting our own productions of classic plays) and receiving theatre (welcoming plays on tour, concerts, comedy, dance and community/amateur musicals.  A central focus for this work is our Restoring the Repertoire™ programme which seeks to bring to the stage forgotten plays of the Georgian period. Some of our plays are presented as co-productions with other theatres across the UK, and we also present a programme of rural and regional/national touring.

The organisation is a not-for profit charity working in the only remaining Regency theatre in the world. Built in 1819 and recently restored, the theatre attracts tourists and academics exploring the world of Georgian theatre, as well as serving the community of West Suffolk with the widest range of programme. We are a small staff of theatre professionals supported by a wide ranging network of volunteers. 
Training Opportunities

We currently have interns or apprentices working in our technical department, administration, production, creative learning, and development teams.  The Personal Assistant will be working alongside all these interns and apprentices.  
You will be replacing our Artistic Director’s first intern PA, who has moved on to continue her work as an actress after planning a range of projects which have led to the formation of the TRAIN programme [see below]. 
Over the coming year we will be building our opportunities for apprentices and interns, aware of the potential to offer additional skills and experience to those starting out on their journey into the workplace environment.  
TRAIN – Theatre Royal Apprentice and Intern Network

TRAIN is our internal term for this whole programme of work. Over the next year (2011/12) it is intended that the development of our organisational structure will place a TRAINee in every department. We will work with them to establish a wide ranging training and learning programme for each person, and we will seek funding to build more opportunities.  The scheme is in its infancy. Some interns have moved on to full-time employment, some have returned to their studies, and each has (we hope) built more experience which will show on their cv. We have made many new connections and friends through the programme – and learned a lot ourselves. 
The Job
The Personal Assistant will work directly with Colin Blumenau our Artistic Director and Chief Executive. You will join him at meetings with stakeholders, report and minute those meetings, follow through contacts and leads, oversee the Artistic Director’s diary, establish meetings with a wide variety of people both internally, across Bury St Edmunds, in Suffolk and London.
Key roles/skills will include 
Meeting Administration – The patience of a saint, the calmness of Job, and great theatrical dexterity are all needed to fit too many meetings into too little time with too many people. It is possible, and can be very satisfying.  Attention to detail, a willingness to talk to anyone and make them all feel important, and a skill in juggling many different activities at once – all these skills will improve with practice.
Reporting and Record Keeping – different meetings need different minutes and reports. You will begin to understand what is essential in a long meeting, and the action points needed. Noone expects you to be a mind-reader, but a quick ability to pick up names and positions across the arts, heritage, funding, and community sectors will be a great advantage.  Excellent Word and Excel skills will be necessary, and the highest possible level of literacy will help.

Restoring the Repertoire ™ - A central plank of our work is the process of bringing lost plays to the stage either through Script in Hand readings or fully staged productions. What start as dusty original scripts from the 1800’s move forward, through the artistic team, to become usable Word documents, handed onto actors to bring to life, and then (eventually) annotated so that they can be published for future generations to study or perform. You will work with the team on this process, and in particular working with the Marketing department on the new Script on Line publishing work.

Casting – Each year we produce 6 of our own main productions from pantomime to the Georgian programme, and a series of readings, lunchtime events and tours. Over the whole year we offer around 360 actor/weeks of employment. The challenge for the Artistic team is to filter the many possible professional actors to a manageable group for auditioning, scheduling times for auditions, and then answering myriad questions along the way. You will work with the team on this area of work supporting the creative team and producers of each show.
Equine Fundraising Challenge – In May 2011 Colin will set out from the office to ride from Land’s End, back to Bury St Edmunds, and from here up to John O’Groats. 1200 miles over 60 days. His aim is that he and his two horses survive the endurance ride AND to raise a net after costs of at least £100,000.  There will be an Equine Business Manager working with us throughout the next 6 months handling everything, but as Colin’s Assistant you will be drawn into many areas of support, not least working through with the rest of the team back at basecamp to work out the best administrative structures and systems to keep the homefires burning.  Project management skills will be useful, and a knowledge of UK geography will be helpful. No riding required.
Other Information
The position is unpaid (travel and expenses covered) and may suit someone in higher education, or with other part-time positions. 
The aim for this whole programme is to help you get the most out of the opportunity. Experience in the last year has suggested to us that someone able to commit to 3 days a week dedicated work, is better for both sides than someone who can only commit to 2. You become more a part of the organisation, and have the chance to follow projects through.
We also sense that by 6 months you should have gained good experience, and beyond that you should be finding a job or going into different training. We offer a broadbrush introduction to everything involved in arts marketing and administration. If you become excited by one area then after 6 months you should pursue a more focussed approach. We will aim to help you decide the next step. 

Our Assistants are encouraged to see shows at the Theatre Royal, and comp tickets are available when we don’t have sell-out performances or private hires. You will be encouraged to spend some time in the rehearsal room and seeing how our productions are developed from page to stage.

If you have any special requirements to enable you to work in an office effectively please let us know. The offices are adjacent to the theatre accessible without steps. There is a canteen across the road where subsidised lunches (vegetarian and non vegetarian) are available. There is on-road parking around the theatre. We are at the west of the town about 10 minutes walk from the railway station.  

Ideal Person
The ideal candidate will be self motivated and passionate about their chosen career path, be willing to work hard at the basics, and soak up the experience of working on the administration and development of a historic producing and receiving theatre.  
Working in a small office as part of a relatively small arts charity organisation you will have the chance to see every element of the operation at work. Over the 6 months you should gain reasonable understanding of the expectations and needs of departments including technical/production, finance/administration, press/marketing, front-of-house/catering, creative learning, box office and arts marketing & communications.  You will interact with many different facets of the business, and this should be useful in future careers.
There may be opportunities to pick up some paid work in the Greene Room bar or front-of-house for those who may want to link across departments and stay for longer hours.   If you are applying from outwith the area we will try to recommend accommodation opportunities, and see what is possible.

Whether you choose to stay in the arts, or move into other not-for-profit/charitable sectors, we hope and believe that the experience of working in the Theatre Royal will prove immensely valuable.
Colin Blumenau
Following a Drama Degree at Hull University, Colin worked for fifteen years as an actor, appearing in many productions including rep seasons at the Northcott Theatre in Exeter, Salisbury Playhouse, the Redgrave Theatre, Farnham, and the Haymarket Theatre, Basingstoke.   He was a member of the BBC Radio Repertory Company and has appeared in many TV programmes, most notably as PC ‘Taffy’ Edwards in Thames TV’s The Bill As a writer Colin was responsible for two episodes of the ill-fated BBC series Trainer as well as two episodes of The Bill.

Recent directing credits include: The Poor Soldier, He’s Much To Blame, Wives as they Were, and Maids as they Are, Black Eyed Susan and Animal Magnetism (Restoring the Repertoire productions); Relatively Speaking, Othello, Rosencrantz and Guildenstern are Dead, The Threepenny Opera, The Rise and Fall of Little Voice, The Misanthrope, Cat on a Hot Tin Roof, Old Herbaceous, Hansel and Gretel, Sherlock Holmes and the Athenaeum Ghoul, The Tempest, Robin Hood, Beauty and the Beast, Robinson Crusoe, Aladdin, Cinderella and the Glass Slipper and Puss in Boots (all for the Theatre Royal Bury St Edmunds); The Same Language (The Junction), Artie Gwen and Lance (Hampstead Theatre) and Bouncers (Wakefield Theatre Royal). 

In 2007, Colin directed his first opera, King Arthur by Henry Purcell and John Dryden, with the Goethe Theater Bad Lauchstädt and the Lautten Compagney of Berlin.

During the past eighteen years Colin has moved from the independent life of the freelance to being resident in theatres, starting at the Angles Theatre in Wisbech before moving to the Brewhouse Theatre in Taunton. He has been the Artistic Director of the Theatre Royal since 1996 and recently was delighted to receive the TMA’s Manager of the Year award.

How to Apply

Please send the following by Friday 3rd September to chris@theatreroyal.org
1) a short cv (no more than 2 pages of A4) and
2) a covering letter (no more than 2 pages).
Please highlight your interest in the job, the Theatre Royal, administration, the arts in general, and how this opportunity could benefit you in your chosen career.
Please give us an indication of the work pattern in which you are most interested, and if helpful the other work/study you are already doing.
If you have any questions to help you make your application please email chris@theatreroyal.org and we’ll try to answer.  This is the second phase of  internship for the organisation and so we have learned from the first round, but the exact job description will develop as we find the most suitable candidates. 
