GOSFORTH AMATEUR DRAMATIC SOCIETY

JOB DESCRIPTIONS: GENERAL INTRODUCTION

The number of different jobs that have to be done in order to mount a successful theatrical production may come as a surprise. In GADS, with its chronic shortage of active members able to give up the necessary time, “volunteers” have sometimes been persuaded to accept responsible positions without knowing exactly what was involved. The consequent “who does what?” problems, whether of omission or overlap, could be a serious embarrassment.

To avoid such misunderstandings, and ideally to show potential job-holders what they may be letting themselves in for before they commit themselves, this collection of job descriptions has been prepared in the light of past experience. The circumstances of a particular production may suggest adjustments BY COMMON AND EXPLICIT CONSENT, but the descriptions as given are believed to represent a sensible distribution of duties for most occasions.

This does not mean that they are all of similar size. Some are considerably more onerous than others, but the holder of any particular job does not necessarily have to perform personally every task described; indeed, it would not always be feasible. The job-holder is responsible simply(!) for making sure that SOMEONE is doing everything listed.

Anybody can see the contribution made by the actors, who commonly get most of the glory, yet theirs may be the easier part. Without a capable supporting crew to prepare the set, supply properties and ensure that they are to hand at the right moment, mount the special effects, arrange costumes, and so on, the cast would at best be gravely hampered; without an effective front-of-house team the audience could go home disgruntled even after a fine performance; without publicity there would be no audience. To everyone who helps in these less glamorous tasks, the society offers its grateful thanks.

GOSFORTH AMATEUR DRAMATIC SOCIETY

JOB DESCRIPTION: BUSINESS MANAGER

FUNCTION
To organise and co-ordinate all duties concerned with the audience of a production, i.e. everything not directly connected with what happens on stage.

AUTHORISATION

The Business Manager is appointed by the Executive Committee at least one month before the first night of each production.

DUTIES

1
Front of House.
Appoint a person to be responsible for all F.O.H. duties as set out in the F.O.H. Job Description.

2
Tickets.
(i) 
Liaise with the Secretary and/or Producer to agree the wording.



(ii)
Produce a sample layout and arrange printing.



(iii)
Pass the printed tickets to the booking secretary/ticket sales organiser for distribution in time for the start of sales as decided by the Executive Committee.

3
Raffles.
Appoint a person to be responsible for organising the raffles on the nights of the production.

4
Refreshments.
Appoint a person to be responsible for organising refreshments on the nights of the production, including refreshments in the dressing room.

5
Programmes.
Appoint a person to be responsible for the production of the programmes.

6
General.
(i)
The B.M. should be conversant with all jobs within his or her province and prepared to take over any of them if necessary in the event of unforeseen circumstances (e.g. illness).



(ii)
The B.M. will act as the link between the Executive Committee on the one hand, and the Producer and Stage Manager on the other, dealing in the first instance with any queries or difficulties. Major difficulties should be referred to the Executive Committee.



(iii)
The B.M. will liaise with the Public Hall Representative over any problems of hall management affecting the B.M.’s sphere of influence.

Approved 19 August 1985.

Wording revised 26 June 1989.

GOSFORTH AMATEUR DRAMATIC SOCIETY

JOB DESCRIPTION: PUBLICITY MANAGER

FUNCTION

To organise publicity for the Society’s performances.

AUTHORISATION

The Publicity Manager is appointed by the Executive Committee, if necessary for an individual production, but preferably for a longer period to maintain continuity.

DUTIES

A.
Standing Responsibilities

1
Keep a list of organisations, such as Women’s Institutes, that can be approached for block bookings or at least to spread news of productions. Include the name, address and (if possible) telephone number of the current secretary or other contact, with a note of how much notice must be given before a production.

2
Keep a list of publications, particularly of the “What’s On” type, in which  productions should be advertised, including deadlines for notification.

B.
Before each Production

3
Agree a publicity budget with the Treasurer or Business Manager, and obtain a decision from the Executive Committee on whether to purchase advertising space in the Press.

4
At least a week before the earliest deadline, obtain full details - title, author, type of production (drama, comedy etc.), standard and concessionary ticket prices - from the Producer or Business Manager as appropriate.

5
Circulate these details in good time to all potentially interested bodies, together with the dates, time and location of the production, the contact for tickets, and any price concession for block bookings.

6
Notify all these details to the publications in which it has been decided to advertise, indicating when they are to appear.

7
Liaise with the Business Manager on the design, production and distribution of posters and programmes.

8
Notify all expenses to the Treasurer.

APPENDIX TO PUBLICITY MANAGER’S JOB DESCRIPTION

Advertising Tips

Posters

Advise the Business Manager, if necessary, to:-

· vary both heading and main design from past productions;

· use colour, in either base paper or design;

· make clear when proceeds are intended partly or wholly for charity;

· balance degree of detail against aesthetic appeal, but make sure all essential information is included;

· use sensibly whatever funds have been agreed for publicising the production, neither wastefully nor missing promising opportunities on grounds of economy.

N.B.

1. A two-stage campaign can be effective, with the first poster aiming for impact and the second to provide information. The same principles apply to publicity slips for door-to-door delivery.

2. Large displays are effective outside the Public Hall and perhaps elsewhere. For shop-window display, A4 is the standard size. Consider distribution to Tourist Information Centres (Whitehaven, Lowes Court), hotels etc., notice-boards, libraries, Rosehill, house windows, strategic telegraph poles (waterproofed posters for these). Cover Gosforth, Eskdale, Seascale, Ravenglass, Calderbridge.

Organisations to approach

Women’s Institutes - Seascale, Gosforth, Drigg, Bootle, Calderbridge.

Scouts etc. - Gosforth, Seascale.

Waberthwaite Dramatic Society, Whitehaven Theatre Group, Whitehaven Operatic Society.

Round Table.

Publications

Publications making no charge should be covered regardless of effectiveness. Include Parish Magazine, What’s On In Gosforth, What’s On In Copeland (diary), BNFL News.

Newspapers: probably only the Whitehaven News is worth considering; generally reluctant to accept pre-performance article, effectiveness of paid advertisement long debated (let Executive Committee decide).

Border TV (send A4 poster), Radio Carlisle (may give short interview).

GOSFORTH AMATEUR DRAMATIC SOCIETY

JOB DESCRIPTION: REFRESHMENTS MANAGER

FUNCTION

To organise the provision and service of refreshments at public performances.

AUTHORISATION

The Refreshments Manager is appointed by the Business Manager. 

DUTIES

A.
Preparations

1
Check current stocks of cups, spoons, sugar, coffee, tea, squash concentrate and biscuits (kept in the dresser cupboard in the upstairs property room) well before the performance, and replenish as necessary, remembering the needs of the cast as well as the audience. (See Appendix for suggested stock list.)

2
Appoint someone to prepare refreshments for the cast, possibly a member of it, and liaise to ensure that supplies are made available.

3
Organise assistants as necessary. At least two people are needed to dispense coffee etc., and on coffee evenings waitresses (conveniently teenage girls) to deliver them to the audience.

4
Ensure that you will have:-

1 small boiler
(Public Hall property, in kitchen)

3 large metal teapots
(ditto)

Trays if necessary
(ditto)

Plates for biscuits
(ditto, or use disposables)

Sugar receptacles
(ditto, or use plastic cups)

1 water container, 5-gallon
(GADS, in property room)

1 large milk jug 
(from home)

Tea-towels as required 
(ditto)

1 dish-cloth
(ditto)

Paper towelling
(purchase for occasion)

5
Ensure that the Front-of-House Manager has two large melamine-topped tables set up in the required serving position, usually at the back of the hall.

B.
Performance nights.

6
Collect the small boiler from the kitchen and fill it to the recommended level. Switch it on at “high” setting half an hour before curtain-up, allow it to boil, and switch off again before the start of the performance (it is rather noisy near the boil). It will stay hot enough until the interval.

7
From the kitchen collect three large metal teapots, one for tea and the others to be filled with hot water from the boiler for making coffee in individual cups. Prepare paper towelling and if necessary serving trays.

8
Prepare the container of cold water for squash. Set out sugar, plates of biscuits (small ones on individual tables for coffee evenings), cups and all consumables according to the size of the audience.

9
Find out when the interval is likely to be and be ready to serve then.

10
After the performance, clear away rubbish and return unused materials to store.

APPENDIX TO REFRESHMENT MANAGER’S JOB DESCRIPTION

Suggested quantities of supplies

N.B.
Disposable cups are of two kinds - expanded polystyrene (EP) for hot drinks, and thin plastic (TP) for squash.

1
PLAY - running for 4 nights

1 large jar coffee
1 small packet tea bags

1 bag sugar
12 (or more) packets biscuits

1 large bottle orange squash (more for a comedy)

4 pints milk per night (maybe more Friday & Saturday)

300 EP + 100 TP cups

2
PANTOMIME - running for six nights

2 large jars or 1 tin coffee
1 small packet tea bags

1 bag sugar
30 - 40 packets biscuits

2 gallons squash
500 EP + 500 TP cups

6 pints milk per night (UHT will keep all week to allow adjustments)

plus for cast (upstairs)

1 jar coffee 
1 bag sugar

1 gallon squash
200 EP + 200 TP cups 

2 pints milk & 3 packets biscuits per night

3
POCKET THEATRE - one night

1 jar coffee
1 small packet tea bags

1 bottle squash
2 - 4 pints milk

4 packets biscuits
1 bag sugar

I00 EP + 50 TP cups

4
COFFEE EVENING- one night

1 large jar coffee
1 small packet tea bags

1 gallon squash
6 pints milk

10 packets biscuits
1 bag sugar

150 EP + 100 TP cups
Paper plates for biscuits on tables

GOSFORTH AMATEUR DRAMATIC SOCIETY

JOB DESCRIPTION: STAGE MANAGER

FUNCTION

To prepare the stage for a production, control what happens on or about it during performances, and restore it to its normal condition afterwards.

AUTHORISATION

The Stage Manager is appointed for a particular production jointly by the Producer and the Play Reading Committee.

DUTIES

A.
Preparations

1
Read the script and discuss it with the producer, noting any special requirements such as the number and positions of entrances.

2
Agree a basic set design with the producer, explain it to the cast and mark out the plan on the stage, preferably before it is needed for rehearsals.

3
With the Producer and Treasurer, set a budget for the production. Try to stay within it; if a significant overspend seems likely, report it to the Treasurer.

4
Ensure that operators have been appointed for lighting and any sound effects, whether by the Producer or yourself. Agree effects plots with the Producer and operators, making sure that they can be realised, and establish clearly who will be responsible for the necessary equipment and running spares (e.g. bulbs).

5
Produce, or get someone else to produce, a detailed set design, and check that it satisfies the Producer. Liaise with the Secretary on availability of the hall, and the date when construction may start; if the apron stage is needed, beware of any dances that may affect when it can be erected. Obtain any necessary materials not already available. Organise a construction crew and work schedule. Supervise construction and decoration.

B.
Dress rehearsals.

6
Organise the stage crew: call boy (see paragraph 13), curtain winder, property minders, scene shifters - some doubling of responsibilities may be possible, but don’t attempt to do everything yourself. Ensure that they are all familiar with their duties; preliminary practice in the absence of the cast may be helpful. If necessary, arrange for the downstairs property room to be locked.

7
Take complete charge of the technical rehearsal, normally the second dress rehearsal. From this point, politely discourage the Producer from suggesting any inessential last-minute changes or otherwise interfering. Make sure that everything works, adjusting and repeating if necessary until it does.

8
Ensure that cast and stage staff know when their presence will be required for the actual performances, normally well before curtain-up.

9
Ensure that backstage fire-fighting equipment is in place and in good order, and that “NO SMOKING” signs are posted.

C.
Public performances.

10
YOU ARE IN CHARGE OF ALL THAT HAPPENS ON OR BEHIND THE STAGE.

11
Check that cast and stage crew are present as required. Try to keep everyone calm but alert.

12
Liaise with Front-of-House for the start and intervals.

13
Make sure that the cast are warned in good time for entrances; a baby-alarm or similar sound relay system between stage and dressing-room is helpful, otherwise an efficient call-boy is needed. On the other hand, avoid excessively prolonged gatherings in the wings etc. where they may become unruly, especially if children are involved.

14
As far as possible, keep any extraneous noise from intruding upon the performance. Note in particular that conversation in the dressing-room may be audible in the hall if the door is open. Warn anyone in hard shoes not to clatter on the :stairs.

15 
Perform any necessary repairs or alterations during or after the performance, and after all but the last make sure that the stage is re-set for the next.

D. 
Aftermath.

16
Liaise with the Secretary about the date and time of set removal, usually the day after the final performance.

17
Organise a team to dismantle the set and clean up afterwards. It is customary to ask for volunteers at the post-production celebration, but a personal approach to a core of individuals may also be wise.

18
After dismantling, try to leave the hall, dressing room and property room as you would wish to find them, not necessarily as you actually found them.

Revised 13 June 1989.

GOSFORTH AMATEUR DRAMATIC SOCIETY

JOB DESCRIPTION: PRODUCER

FUNCTION

To decide the interpretation of the work to be presented, and direct all concerned towards realising that interpretation.

AUTHORISATION

The Producer is appointed by the Play Reading Committee, subject to approval by the Executive Committee.

DUTIES

1
Read the script carefully, noting any points of particular difficulty (such as special casting requirements) and ensuring at least in principle that they can be overcome.

2
Together with the Play Reading Committee, choose the cast and Stage Manager. Appoint a Prompter.

3
Decide in outline what will be needed in the way of set, furnishing, light and sound effects, and appoint any specialists necessary for the purpose. Together with the Stage Manager and specialists, decide how best to meet the requirements.

4
Arrange for the provision and care of properties and costumes, whether by specific appointments or by distributed responsibility.

5
Set a rehearsal schedule, taking account of any relevant considerations such as predictable absences. among the cast, and making the best use of everyone’s time. Tell the Secretary what room bookings are needed, and any use that will be made of material subject to Performing Rights (e.g. recorded or live music).

6
Decide any broad questions of interpretation, and the major movements on stage, as early as reasonably practicable and preferably before the start of stage rehearsals.

7
Direct rehearsals with a view to the best overall effect. If necessary modify the schedule to take account of developing circumstances. It may be helpful to involve the Prompter as Assistant Producer, to take notes and to become thoroughly familiar with the script.

8
Consult with the Business Manager and Executive Committee on publicity and programme design, in time to avoid undue haste in the preparation.

9
Should any member of the cast (or any other functionary reporting directly to the Producer) be obliged to withdraw, arrange for replacement, preferably but not necessarily from among the existing members of the Society.

10
As the time of the performance approaches, consult with the Stage Manager to minimise interference between rehearsals and set construction.

11
The final rehearsal is normally under the control of the Stage Manager, who will be in charge for the actual performances. From this point, resist any temptation to interfere without real necessity.

Revised 12 June 1989.

GOSFORTH AMATEUR DRAMATIC SOCIETY

JOB DESCRIPTION: READING COMMITTEE MEMBER

FUNCTION

To choose dramatic works, producers and casts for the Society’s performances.

AUTHORISATION

Members of the Reading Committee are elected at the Society’s AGM. Outgoing members may be re-elected up to a limit of three years’ uninterrupted service.

DUTIES ·

1
For each of the public productions that the Society is to present (usually a play in autumn and spring, a pantomime in January, and when possible an entry in the Cumbrian Drama Festival in the spring), choose a script in good time for all preparations to be made without undue haste, i.e. so as to allow at least two months clear for rehearsal after casting.

2
The choice will require reading many more scripts than are actually used. Keep a permanent record of them with a note of the type, quality, casting requirements and reason for rejection (e.g. distasteful theme or treatment, cast beyond current resources, impracticable stage set, no-one willing to produce, too much like the last production) so as to indicate to successors whether the work is likely to be worth reconsidering on another occasion.

3
Choose a Producer. The appointment is subject to approval by the Executive Committee, but this is normally automatic. In practice, the Producer is likely to have a substantial hand in the choice of play.

4
Together with the Producer, arrange one or more readings as necessary to choose a cast. Make sure that all potential actors are notified, whether through a newsletter (by arrangement with the Secretary) or by private contact.

5
Take particular care to notify the outcome as soon as reasonably practicable to ALL who have attended the readings, not just those chosen for the cast.

6
The preceding duties are the collective responsibility of the committee as a whole. In addition, the Leader of the committee is personally responsible for representing its views on the Executive Committee, presenting a report at the AGM closing the term of office, and making sure that all the other duties are actually performed. The preference occasionally shown for operating without an explicitly acknowledged Leader is therefore not recommended.

Draft 31 October 1989.

