


JOB DESCRIPTION – INTERN

Primary Objectives: To work with the Artistic Director, General Manager Producers and Assistant Producers, to assist current projects and to initiate activities for the advancement of the Icarus Theatre Collective.  

Benefits: The opportunity to learn new administration and theatre production skills.  To collaborate on exciting projects.  To take responsibility for and lead new projects.

Responsible to: Artistic Director, Producer, Production Manager, Education Associates

Responsible for: Office Management and Administration, Education, Production, Marketing	
Liaises with: Other Interns/Assistants, Education Associates, Producers, Production Managers, External Agencies (e.g. Theatre Managers)

Term: Variable, minimum three months.


General tasks common to all departments

· To develop and maintain databases of contacts (education, theatres, media, etc.).
· To ensure that all office procedures are logged into the Employment manual as they are developed.
· To attend press nights, first nights, and other Icarus events as necessary.
· To ensure the office is organized and kept tidy, including rubbish removal and washing up.
· To contact schools and venues by phone, email and post as necessary.
· To develop and maintain a network of professional contacts within the theatre industry.
· To maintain a professional and respectful demeanor at all times and show a good work ethic.
· To assist with the daily operation of the office as required.


Administration and Office Management

· To file the necessary forms for CRB checks on staff who have contact with children.
· To maintain timesheets and rotas as required.
· To assist in the development, recording and supervision of office policies and procedures.
· To manage the billing and invoicing of schools for workshops.
· To order and distribute stationery.
· To assist in managing the calendar and recording bookings in theatres and schools.
· To coordinate and send out mailings to schools and venues.
· To sort post and keep on top of phone messages.
· To frame and mount pictures and reviews on the wall.
· Research as required.

Marketing and Publicity:

· To assist in the writing of newsletters and updating media (Facebook, etc.).
· To update the website on a regular basis.
· To provide marketing material to shows and venues.
· To write and edit press releases and sales packs to venues.
· To assist in flyering and other marketing activities.
· To be pro-active in researching and proposing marketing ideas, including sponsorship.
· Research as required.

Production:

· To write and post job adverts.
· During rehearsal and tours, to serve as the office liaison and assistant to producers, production managers, or stage managers, as necessary.
· To book tour accommodation for cast and crew.
· To assist in managing the logistics of touring, e.g. van hire, scheduling, etc.
· With permission, to observe rehearsals.
· To assist with contracts, legal paperwork, etc. as needed.
· To sell old props on eBay.

Education:

· To contact schools by phone and email in order to book workshops.
· To assist in the development and marketing of educational resources.
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