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The production assistant will form a vital part of the Storyhouse production and 
producing team . This is a great entry level job for someone wanting to be a part 
of how theatre is produced. The in-house Production team works across several 
shows, festivals and events throughout the year. As a team we work on a wide 
range of productions including schools tour, youth theatre shows, commercial 
musicals , new plays and adaptations of classics as well as immersive site-
specific events.

This role would be integral to creating and delivering productions on a variety of 
sizes and scales, working alongside the Producers to organise large scale 
freelance teams to create high quality theatre. This role needs someone who is 
happy to work on their own after being given clear briefs about what is required, 
but who is also able to work alongside teams of varying sizes .

This role needs someone who has a keen interest alongside some training or 
experience in working on productions. In this role you will get to learn tracks 
backstage, running these track when needed. You will be a vital contact for 
freelance creatives working on projects and may need to be on hand to make 
quick decisions about their requirements whilst working with us. This job is a great 
mix of hands-on experience which will include loading and driving vans alongside 
the admin of logging and tracking receipts, invoices and expenses. We need 
someone who is great with people and isn’t afraid to pick up the phone when a 
conversation is needed over an email. The role will involve a fair amount of lifting 
and shifting , including moving costumes and props to and from our storage units. 

We are a compact, agile, focused production team with big ambitions. The 
production assistant needs to be passionate about achieving the artistic vision 
alongside the producers within set parameters.



You will:

• Log all invoices and budget track all lines using excel

• Book any accommodation needed for creatives and artists

• Contact artists about travel and accommodation needs

• Work with Stage Management and wardrobe in transporting 
props and costumes to and from Storyhouse in the company van

• Transport designer when in Chester to stores and workshops

• Update production calendar 

• Learn all backstage tracks on Storyhouse Originals

• Work on Community and Schools shows

• Run tracks backstage when needed

• Help to run all Youth theatre shows 

• Tour projects around schools with small scale work 

• Input all shows and rehearsal into Artifax 

• Log all travel, accommodation, props receipts for the company 
credit card 

• Set up and book meeting rooms as required

• Arrange any first night cards and gifts for casts and creatives 

• Send out access riders to cast and creative and collate information, 
sharing with relevant people 

• Look after the digs list

• Arrange any prop borrows

• Tidy props away in the store

• Set up rehearsal rooms and help with the mark up.

• Arrange cast and company passes

• Props list for new scipts

• Book all rehearsal and audition spaces in line with what is required

• Scripts printing and sending 



Organisational Commitments:

• Carrying out any other tasks that will be required on an ad hoc or continuing basis, commensurate with the general level of 
responsibility of the post. 

• Undertaking relevant training and development as required. 

• Driving change through actions and words that advocate inclusion and equality, creating a culture that recognises and 
celebrates diversity.  

• Being accountable for the safety of yourself and others, in line with our Health & Safety Policy.  

• Creating a positive working environment, underpinned by the organisation’s values.  

• Ensuring we are collecting and using data to inform decisions, demonstrate our impact and fulfil our funding conditions.  

• Complying with all legal requirements relating to the General Data Protection Regulation (GDPR).  

• Contributing to our environmental sustainability goals.  

This Job Description is indicative of the responsibilities and duties associated with this position. It is neither restrictive nor 
inclusive and Storyhouse reserves the right to make reasonable changes.  
 



Essential:

Some theatre/events production experience or 
training.

Full driving licence and ability to drive a long wheeled 
based van.

Excellent communication and organisational skills.
 

Proactive, solution focused, energetic and able to 
remain calm whilst working under pressure.  

Highly organised with the ability to prioritise and 
multi-task. 

Commitment to inclusivity and diversity at Storyhouse 
and within the wider sector.  

Competent computer skills. 

Ability to minute meetings 

Desirable: 

Passion for the arts and community. 

Knowledge and experience of stage management.

Knowledge of and commitment to environmentally 
sustainable production processes. 

Experience of driving a van.

Ability to build excel and word documents

Knowledge of building systems (artifax)
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