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January 2019
Dear Applicant, 

Thank you for your interest in the post of PA to the Directors 

Please find enclosed:

1. Job Description and Person Specification

2. About Theatre Royal Stratford East
3. Application Form

Completed applications are to be returned by 12 midday Tuesday 5th February 2019
First round interviews will be held on Monday 18th February 2019
Second round interviews will be held Thursday 21st February 2019 
To apply for this position, please return your completed application form and a completed monitoring form to recruitment@stratfordeast.com or c/o Theatre Royal Stratford East, Gerry Raffles Square, Stratford, London E15  1BN

You may find it helpful to look at the Stratford East website www.stratfordeast.com for general information on the theatre’s policies, current programme and past history. 

I hope that you will be interested in applying for the post

With best wishes, 

Eleanor Lang
Executive Director

JOB DESCRIPTION

Job title:

PA to the Directors

Reporting to:

Artistic Director/CEO and Executive Director
Main Purpose of the Post
The Personal Assistant to the Directors acts as PA to the Artistic Director/CEO and Executive Director (the Executive). The post holder is responsible for providing high quality, seamless professional administrative support to the Directors to enable them to meet their operational needs and business objectives. 
Principal duties and responsibilities
Diary Management

· Responsible for structuring communication to the Executive including screening telephone calls, emails & post. Dealing with general enquiries and managing effective and proactive follow up to all communication

· Organise and attend meetings and events ensuring strong attention to detail and timely preparation

· Regularly update the Executive on all commitments and required actions, advising of any changes to ensure focus on core responsibilities

· Manage the Directors’ diary proactively, anticipating work commitments, scheduling and allocating appointments, co-ordinating meetings, preparing papers, liaising with contacts and making any necessary arrangements for accommodation, travel and room bookings

· Establish and maintain an effective network of contacts both internal and external to TRSE, using this network effectively to support the work of the Executive 

Administration

· Manage the Directors’ email inbox; planning, organising and prioritising emails, redirecting and taking action as appropriate drafting suitable responses on their behalf within agreed parameters

· Maintain a detailed and accurate address book of all the Directors’ contacts

· Prepare correspondence for the Executive and undertake other administrative tasks including, photocopying, filing, post, PR and research etc

· Assist during meetings, presentations and ensure all pre requisites are arranged such as refreshments

· Update and manage the press night invite list, sending out invitations, collating RSVPs and liaising with the box office manager on the seating plan 

· Organise press night gifts and cards working within an agreed budget

· Book theatre tickets and restaurants for the Executive when required.

· Process expenses for the Executive in a timely manner

· Create POs and credit card reconciliations where appropriate. 

· Manage all electronic and paper-based filing and archiving systems in an efficient and accurate manner.

Communication

· Act as the Executive’s first point of contact, establishing strong working relationships and effective communication across all teams within Stratford East and external, often dealing with sensitive information knowledgeably and professionally.

· Use of discretion and confidentiality at all times when dealing with and becoming party to sensitive information

· Manage communication proactively between the Executive and staff, providing comprehensive administrative support to facilitate the smooth running of the Executive office.

· Identify matters of urgency, prioritise workload and action accordingly

· Co-ordinate with members of the Senior Management Team to prioritise the Executive’s effective and efficient engagement in Development, Marketing, Production and other necessary activities across the organisation.

· Liaise with the Assistant Producer on programming, production, casting and script reading requirements for the Artistic Director.

· Act as a public face for Stratford East, communicating with actors, agents, industry professionals, guests, audiences, media and other interested parties; acting professionally and responsibly without bringing the Stratford East name into disrepute.

Board Management

· Support the Executive Director in dealing with all board correspondence, minute board and sub-committee meetings, distribute board papers and act as first point of contact for board members 

· Responsible for organising the meetings of the Stratford East Board, its subsidiaries and sub committees, ensuring all Directors attend and follow up on all action plans.

· Ensure an agenda is issued prior to each board meeting, meeting minutes are taken and issued immediately after the meeting to allow key points to be followed up on by the Directors.

· Support the Executive Director in ensuring Board records are kept up to date

General

· Effectively handle any problems/issues/concerns and anticipate, prevent, identify and solve situations as necessary.

· Remain aware of work pressures on the Executive and Senior Management Teams and artistic colleagues and proactively offer to assist where workload allows.

· Attend press nights and other events as appropriate

· Maximise income and minimize expenditure wherever possible, without jeopardising the quality of the work or the reputation of Stratford East

· To be familiar with and abide by all Stratford East Company Policies including, but not limited to, our Equal Opportunities Policy, Dignity at Work Policy and Health and Safety Policy

· To undertake any other duties as appropriate to the post

Person specification
Personal attributes
· Personable and able to communicate effectively with a wider range of people

· A friendly, professional manner on the phone, in person and in email/ writing

· Proactive and flexible, with a can do approach

· Discreet and tactful, especially when handling sensitive or confidential information

· Able to create and maintain a positive and engaging working environment

· Actively listen, seek information and ask questions to ensure understanding of underlying issues and concerns.

· Resilient, calm and deliberate under stress.

· Passion & enthusiasm for theatre and the arts.  

· Demonstrable alignment with Theatre Royal Stratford East’s core culture and values.

Skills
· Fully computer literate including a good working knowledge of Microsoft Office

· Numeracy and confident with budgets and basic financial administration

· Demonstrably strong administration and organisational skills

· Excellent time management skills

Experience
· Experience in an assistant or PA role, preferably with Theatre or Arts experience.

Qualifications
· Graduate calibre or relevant experience

Contract type:
Full time and permanent

Salary:


£23,000 - £25,000 per annum dependent on experience

Hours of Work:
40 hours per week

Holidays:

20 days per annum plus bank holidays pro rata. This will increase

by 1 day for each full holiday year of service completed to a

maximum total of 25 days pro rata.

Probation:

6 months

TRSE is committed to a policy of equal opportunities embracing diversity in all areas of activity and positively welcomes applications from disabled people and people of all ethnicities.
About Theatre Royal Stratford East

Since 1884, Theatre Royal Stratford East, the historic producing house in the heart of London’s East End has spearheaded diverse work, and championed often marginalised stories on its stage. 

From 1953 – 1979 the theatre was the home of Joan Littlewood’s legendary Theatre Workshop Company. The Company received international recognition with their acclaimed productions such as Oh, What a Lovely War! and A Taste of Honey.

Many leading actors, writers and directors have been part of the Theatre Royal Stratford East family including Meera Syal, Barbara Windsor, Don Warrington, Sheila Hancock, Indhu Rubasingham, Tanika Gupta, Roy Williams and Cynthia Erivo to name but a few. 

Through its innovative Young People’s Programme the theatre reaches young people across Newham and beyond, providing access to high quality theatre training, development and artist support. 

Artistic Director Nadia Fall delivers a bold programme of reimagined classics, timely revivals and ground-breaking new work that seek to highlight the urgent political issues of our day and reach out to audiences across London.

	Post Applying For: 

PA to the Directors

	Please complete all relevant parts of this form clearly in type or dark ink and use additional sheets if necessary.  Do not write on the reverse of any page.

Please send completed applications by noon on Tuesday 5th February 2019 to:
Theatre Royal Stratford East, Gerry Raffles Square, Stratford, London E15 1BN
recruitment@stratfordeast.com 


	A.  Personal Details

Mr/ Mrs/ Miss/ Ms  (please delete as appropriate)  
Full name: 
Address:

Telephone – home: 



                  -  work: 



                  -  mobile: 


Email:

	B.  Employment

i) Present or most recent employment
Name of Employer:
Address of Employer:
Postcode:
Nature of business:
Post held:
Date started: 


Date finished (if applicable):  

Salary: 

per annum/ per week  (please delete as appropriate)
Notice required:  

Brief description of duties:  



	ii) Previous employment (please list most recent first).  Please note we do not accept CVs
Dates


Employer




Post

Please continue on a separate sheet if necessary.



	C.  Education, Training, Qualifications and/or other relevant experience
Please include any voluntary work relevant to this position.



	D.  Other Interests/Hobbies



	E.  Access Requirements

Do you have any access requirements for the recruitment process, (e.g. interpreters, information in different formats, etc)? (please tick)

                                                                                       Yes
 

No

If yes, what assistance can the Theatre Royal Stratford East provide to meet your access requirements should you be called to interview?


	F.  Work Permit
Do you require a work permit? (please tick)             Yes                  No

Staff who require permission to work in the United Kingdom will be required to submit the appropriate proof.  Documentary evidence should not be sent with application forms but candidates will be advised if and when it is required.  Failure to submit documentary evidence when requested will result in delay in appointment.


	G.  Criminal Convictions

Please give details of any criminal convictions you have had, excluding any ‘spent’ under the Rehabilitation of Offenders Act 1974.



	H.  Supporting Statement

Please state why you want this particular post and highlight the skills and experience that you could contribute.  Take this opportunity to address how you specifically meet the job and candidate specifications for this position – giving specific examples as appropriate. 

Please continue on a separate sheet if necessary.

	I.  References

Please give the contact details of two referees, one of which must be your current, or most recent employer.

Name: 
Position: 
Organisation:
Address: 
Telephone:

Email:

Name: 
Position: 

Organisation:  
Address:
Telephone:

Email:  


       Please tick this box if you do not wish your current employer to be approached for a reference unless an offer of employment is to be made.

	I agree that the above information is correct

Signature:                                                                             Date:



Stratford East needs to collect personal information about you in order to process your application form. The data will be retained for administrative and statistical reporting purposes. 

In accordance with the General Data Protection Regulation and Data Protection Act, the information provided on this form will only be disclosed to those who have a legitimate reason to see it.
More information is included in our Privacy Policy:

http://www.stratfordeast.com/privacy-policy/ 
