SSF PERSON SPECIFICATION AND JOB DESCRIPTION 2011
Volunteer Venue Assistant – Shakespeare Schools Festival 
Please note: All Venue Staff are required to attend a one day training session with SSF in the week commencing 5th September, in central London.

Two Venue Assistants work in each venue. Their role is to work alongside an SSF Venue Director to ensure that SSF performance days run smoothly and according to schedule. This entails working with teachers, students, and theatre staff to ensure that schedules are kept to; all parties are happy; arrangements are smoothly put into place and that any issues that arise are dealt with efficiently. The Venue Assistants also keep the SSF Regional Coordinator informed throughout the day. Volunteer Venue Assistants will take one of two roles; Front of House Assistant or Backstage Assistant. 

Required experience/skills for both posts:

-Good communication skills and the ability to communicate with a range of adults and young people

- Organisational skills and the ability to time manage effectively

- Ability to work under pressure

- Confidence working with young people 
- A passion for the arts and/or working with young people
Desirable experience/skills for both posts:

- Experience of working in a theatre environment

- Experience of working with students with disabilities and difficulties

- Experience of working with teachers 

- Experience of working in an arts setting
Your responsibilities will include:

Getting to know and working alongside the theatre team (both roles)
-including technicians, Front of House, Administration

-the relationships and communication between yourself and these people is vital for a successful event.

Welcoming teachers and casts to the theatre (both roles)
-You and the Venue Director are the face of SSF and are responsible for upholding this at all times.

Allocating dressing rooms (backstage role)
- Dependent on Cast Size, you will arrange which cast is going to be in which room. Some schools/ theatres will want to split boys from girls, in which case you will need to coordinate this.

- Each school may not have a dressing room to themselves, in which case you need to coordinate the movements of the casts and their costumes/ props/ valuables

Moving the Casts around the theatre (backstage role)
· Make sure the casts are where they need to be for their technical rehearsal / dress rehearsal / cast warm-up / performance. Keep their focus and energy up.

· During the company warm up, run through the change over and set up of one show to another. 

Technical / dress rehearsal (backstage role)
- If the Venue Director is giving feedback to a cast, you should set up the second Technical rehearsal to keep the day running on schedule.

Programmes and Cast lists (Front of House role)
- Ensure the programmes and cast lists have arrived. Insert cast lists into the programmes, ready to be sold at 7pm. 

-Ensure that Front of House staff know when and where to sell the programmes.

-Ensure signage is displayed appropriately.

Front of House staff (Front of House role)
- Liaise with the Box Office, Ushers, and Theatre manager

- Monitor box office: ensure SSF comps on the door, release unwanted reserved seats, make sure seats reserved for the schools are set aside.

- Ensure Box Office are ready to sell the programmes in the evening. Encourage them to sell as many as possible / advertise that they are on sale

- Set up merchandise display board.

-Help schools set up their school display boards.

- Keep your Regional Coordinator up to date with box office figures, particularly at the end of each evening. 

Teachers (both roles)
- Ensure teachers are adhering to the Terms & Conditions of Festival (i.e. providing adequate chaperoning of students, 1 adult : 15 students minimum)

- Give teachers their evaluation forms, and ensuring that they are filled in.

- Give teachers two complimentary programmes (in return for the filled in evaluation form.)

Performances (both roles)
- Run the back of house during the performances.

- Move the casts to where they need to be, making sure they’re ready to perform

- Keep noise down in the dressing rooms, if they’re close to the auditorium

- Make the casts that have performed, and the teachers, feel great!

Post performance (Front of House role)
- Call through Box Office and Programme Sale figures to the SSF Accountant.

SCHEDULE AND RESPONSIBILITIES ON THE DAY

08.30 - Arrivals

- Venue Director (VD), Volunteer Venue Assistants (VA) in theatre to meet theatre technicians and make sure all theatre staff understand what will be happening over the course of the day.

9.00 - Introductions

VD and VA greet morning schools in foyer.  

- VA leads first cast to arrive (School 1) to their dressing rooms to change into costume. School 2 goes straight to auditorium. 

-When changed School 1 ushered to the auditorium, VD gives welcome and introduction from stage. 

- School 2 is led back to the dressing room and School 1 stays to begin technical rehearsal.

9.15 – Technical rehearsal 1

- School 1 led onto stage & given 10 mins to get accustomed to the set & stage, sort out props etc.

9.30

- Theatre Technician sits with Teacher Director and VD calling lighting/sound directions to technician in the box. 

- VD responsible for working with teacher-director on fine-tuning and preparing the performance artistically for the evening. 

10.15 – Dress rehearsal 1

- School 2 (in costume) are led into the auditorium and watch School 1 run through a full dress rehearsal. 

- VD and VA watch show, making notes for feedback afterwards. 

10.45 – Technical 2

- School 2 on stage & then into technical rehearsal with same input from VD as with school 1.

11.45 – Dress 2

- School 2 dress rehearsal with School 1 as audience. VD again give feedback afterwards.

12.30 - Lunch

- Lunch break – generally schools 1 and 2 are to leave for the afternoon and come back at 5.45pm. Where this is not possible, other arrangements will have been made.

- VA to ensure front of house arrangements are in place (unless this is being done during morning or afternoon session)

13.30 – Afternoon arrivals

- Schools 3 and 4 arrive and are greeted by VD and VA. Same process as morning, with schools led to the auditorium and given introduction by VD and Technician.

13.45- School 3 technical rehearsal

14.45- School 3 dress rehearsal, School 4 as audience

15.15 - School 4 technical rehearsal

16.15 - School 4 dress rehearsal, School 3 as audience

17.00 – Dinner break

- Break for dinner. VA to ensure front of house is ready. 

- VA & VD/Technician decides the running order of plays.

18.00 – Full company warm-up

- VD or VA to announce the running order, lead a full company warm-up and prepare casts for the evenings performances. Thereafter to remain backstage/side of stage. 

- VA to deal with last minute problems, ensure sufficient dressing room space, brief the teachers on the logistics of the evening, chaperone the casts backstage, then remain backstage. 

18.30

- VA to take casts 3&4 into auditorium to watch 1st half, in venues where space allows. 

19.00 – Show start

- VD to give introductory speech from stage to audience. 

- School 1 performance.

19.35

- Changeover. VD & VA to assist if necessary.

19.45

- School 2 performance

20.15

- 20 min interval  - VA to take schools 3 & 4 backstage if in the auditorium & casts 1 & 2 out to auditorium to watch 2nd half. 

20.35

- School 3 performance

21.05

- Changeover. VD & VA to assist if necessary.

21.15

- School 4 performance

21.45

- VD invites all 4 casts back onto stage. Introduces External Appraiser or gives brief Appraisal. Thank you’s. Closes the evening.

22.00 - Audience and schools disperse. VA clears up programmes, completes paper work with VD. - Check dressing rooms. SSF team last to leave theatre – thanks to front-of-house staff.
