PAGE  
5

	[image: image1.png]&

ET)

)

L)
*

RHODES UNIVERSITY

Grahamstown e 6110 »South Africa





	Faculty/Division
	Humanities
	Job Grade
10 (9)



	
	DATE PROFILE WAS LAST REVIEWED
	February 2009
	


	
	
	
	NAME

	JOB TITLE
	Theatre Administrator (part-time 4,75 hrs)
	INCUMBENT
	

	DEPARTMENT/SECTION
	 Drama 
	SUPERVISOR/MANAGER
	Production Manager

	JOB TYPE (ACADEMIC/SUPPORT)
	Support
	DIVISION HEAD
	Head of Department


	MAIN JOB OBJECTIVE/S

	To work closely with the Theatre Director and Production Manager to facilitate the effective running of the theatre, both as a teaching venue and as a professional performance venue, in order to protect its resources, raise its profile, widen its audience, and facilitate its development as a vital centre of interaction with the community.




	DESCRIPTION OF KEY RESPONSIBILITY AREAS 
	STANDARD EXPECTED

	THEATRE ADMINISTRATION RESPONSIBILITIES including: -

· To operate Front of House management.  
· Ticket booking and administration and the control of the door revenue 

· Co-ordination and management of ushers and ensuring that they are aware of their duties as safety officers during a performance

· To administer the public booking of the theatre venues, i.e. Rhodes Theatre and Rhodes Box

· To control the organisation and administration of publicity, as well as the management of poster and programme design, printing and distribution.
· Responsible for co-ordinating the availability of the Theatre for teaching purposes including the drawing up of timetables.
· Responsible for supporting student productions.


	Job incumbent must be able to handle a booking system for average sized venues of no more than 400 seats and approximately 10 to 15 (dependent on the number of post-graduate students in any given academic year) productions per year.  Job incumbent is expected to run the administrative process for a production from beginning to end.  Where necessary the appropriate administrative systems must be designed, implemented and maintained.  Time tables must be drawn up before the start of each term and the job incumbent is required to ensure that there are no double bookings and/or clashes with productions when putting together the teaching time table.
Is expected to provide support within the timeframes and parameters that have been laid down.  Is also expected to give professional input with regards to administrative side of production (e.g. the interpretation of artistic productions in order to market them to appropriate audiences).


	PUBLIC RELATIONS AND MARKETING RESPONSIBILITIES including: -

· To establish and administer a programme of audience development through networking with schools, government departments, the Rhodes Marketing and Communications Division, other drama departments, festival administrators and the local community.

· To contribute to the profile of the Theatre through maintenance and management of the departmental and theatre website and the departmental archives. 

· To oversee the administration of student tours and festival contributions.
	Must be able to devise marketing and publicity strategy in collaboration with the creative team of productions.  Must ensure the timeous creation, collection and distribution of publicity material to the local schools, other institutions and the Eastern Cape media. 

Must be able to assist with putting together a strategy which guarantees a 70% attendance for the year’s productions through effectively identifying target audiences and building relationships.

Must keep the website up to date with current information particularly about productions.  Expected to keep the website “fresh” and be creative about advertising what is on offer.

	FINANCIAL ADMINISTRATION RESPONSIBLITIES including: 

· To draw up and administer departmental production budgets
· To control and administer the Rhodes Theatre running expenses budget, reporting to the Theatre Director and the Theatre Management Committee.
· Responsible for the reconciliation of the theatre budget
· Responsible for the administration and accounting of grant funds

	Job incumbent is expected draw up the necessary budgets for the theatre within the timeframes laid down.  Job incumbent is expected to ensure that all expenses are accounted for and have the necessary approval.  All expenses over and above the budget must be approved by the HoD.  Monthly reconciliations must be done and variances investigated.  All reconciliations, variance reports and investigations are to be documented, filed and should be easy to retrieve.  All material variances are to be reported to the HoD and Theatre Director.



.

	DIRECT CONTACTS OF THE JOBHOLDER (INTERNAL AND EXTERNAL)


]

INTERNAL CONTACT:

	TYPE OF CONTACT
	DAILY/MONTHLY

ANNUAL
	PURPOSE OF CONTACT

	Theatre Director
	Weekly
	Effective administration and application of strategy. Details of production plans and financial reconciliation

	Production Manager
	Daily
	Coordination with practical aspects of theatre management and implementation of theatre equipment maintenance. 

	Head of Drama Department
	Monthly
	Coordinating the use of venues with the needs of the Drama Department and its associated projects.

	Students 
	Daily 
	Supporting and communicating aspects of theatrical production to students.

	Rhodes Marketing and Communications Division
	Monthly
	Development and application of effective marketing, publicity and audience development strategies.

	Rhodes Finance Division
	Weekly
	Establish and maintain a close interaction between the Theatre’s financial operations and the system used by the University


EXTERNAL CONTACT:

	TYPE OF CONTACT
	DAILY/MONTHLY

ANNUAL
	PURPOSE OF CONTACT

	Public wishing to hire the venues as well as audience members attending performances or wishing to pre-book seats
	Daily
	Maintaining a personal contact with the public in the administration of venue bookings, Front of House activities and developing the audience experience. 

	Local and District Schools and other institutions of learning
	Monthly
	Audience development

	The officers and agents of local and provincial media
	Daily
	Dissemination of publicity material


	JOB REQUIREMENTS

	EDUCATION AND EXPERIENCE
Matric plus a relevant B.Degree (preferably in Drama or equivalent for example Fine Arts, Journalism etc) PLUS  2 years relevant working experience (work experience does not have to be concurrent, for example it can be obtained whilst working part-time) OR Matric PLUS 5 years relevant where such experience includes: -

· Previous experience in interpreting artistic and/or theatrical products in order to be able to market to appropriate audiences
· Previous experience in working with budgets and reconciliations
· Previous experience in front of house management
· Previous experience in communicating with the media and/or having worked in theatre will be a considerable advantage

· Must be computer literate and able to work on Word, Excel, the Internet and Email.




	COMPETENCIES, I.E. KNOWLEDGE, SKILLS AND ATTRIBUTES
The job incumbent is expected to demonstrate the following competencies: - 

1) Sound interpersonal skills with the ability to interact with a diverse range of individuals.  Must be able to communicate in a mature and professional manner.
2) Ability to communicate effectively, verbally at all levels and in the written form, in English.  The ability to communicate in another official language will be an advantage.  

3) Excellent organizational skills including the ability to plan, prioritise, cope with multiple demands and meet deadlines

4) Openness to learning and change, personal flexibility

5) Initiative and a proactive orientation and the ability to solve problems

6) Must be creative as well as have the ability to work with numbers.

7) Strong customer service ethic

8) The ability to work efficiently and effectively.

9) Must be able to work “outside” of regular office hours.



	MANAGEMENT/SUPERVISORY DUTIES
Organisation and management of student teams of marketing and publicity agents, ushers and front of house staff, and booking activities of the drama department secretary. 



	NUMBER OF SUBORDINATES
None 



	TYPICAL DEVELOPMENT PATH
What is the typical development path for a person entering this position? 

Job incumbent would have worked as an assistant to a theatre administrator, in production, a stage assistant with strong admin skills or be a strong administrator.  Job incumbent could progress within the Drama department and could work towards the Production Managers post and/or the Theatre Director.  Career progression is dependent on the availability of posts, the job incumbent having the requisite education and experience and the job incumbent doing a good job in his/her current job.



	FUNCTIONAL RESPONSIBILITIES (only if applicable)

	PROJECT MANAGEMENT RESPONSIBILITY
N/a




	PROCESS MANAGEMENT RESPONSIBILITY
Practical running of theatre operations and Front of House management, the organisation 

and administration of marketing and publicity for the theatre.



	COST/FINANCIAL CONTROL
(i) Is the jobholder responsible for any aspect of cost control or for materials, stock or equipment?  If yes, what is the monetary value and to what extent is the person accountable or responsible?  

The jobholder would be 100% responsible to the Theatre Management Committee and the Head of the Drama Department for the control of income and expenditure with regard to revenue from theatre ticket sales, media and advertising expenses, costs of materials for this administration. The monetary value would be estimated at R30, 000.00 per annum. The jobholder would also be responsible for the control of capital equipment and furniture grant expenditure on maintenance of theatre furniture and fittings

(ii) Does the jobholder have a direct responsibility for controlling operational costs or expenses?  If so, what is the annual budget (ignoring direct and indirect remuneration costs)?  

The running grant of the theatre is R22000.00 and the average annual revenue from ticket sales is R15000.00.  



	· LEVEL OF RESPONSIBILITY
Who must authorize, review or clear decisions taken with regard to the jobholder’s functions? 

Theatre Director

What percentage of tasks can be carried out without supervisory input and/ or control? 

Depending on the experience of the jobholder; 80%

What critical decisions is the jobholder normally authorized and empowered to make?

Budgeting of expenses on media and publicity. Creative element of media campaign. Construction of structure and content of audience development programmes. Handling of audience prior to, during, and after performances with firm understanding and control of required safety measures.



	PLANNING 
(i) What is the longest (macro) period that the jobholder has to plan ahead? 

One year

(ii) Typically how long are the micro phases/time periods that the macro planning is divided into?  

3 months



	ADDITIONAL INFORMATION

Who prepared the job profile?

Andrew Buckland and Sue Robertson

Please list all those who have been consulted in the drafting of this profile.

Job incumbent 

HR

HoD – Gary Gordon
Theatre Director – Alex Sutherland

Senior Lecturer – Juanita Finestone-Praeg
Signature of the line manager                                                       Signature of the employee 

Date                                                                                           Date

Signature of the HoD / Director (where she/he is not the line manager

Date




