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December 2011
Dear Applicant,

GENERAL MANAGER

Thank you for your interest in the post of General Manager.
Please find enclosed a brief history of the Gate Theatre and a job description.  The General Manager is an integral role in the company and plays an invaluable part in the exciting and ambitious work that we do.  

Please submit a completed application form by 12 noon, Friday 20 January 2012. We also request that you complete and return the Equal Opportunities Monitoring Form.

Please send one copy of your application either by email to jobs@gatetheatre.co.uk or by post to Gate Theatre Offices, 12 Pembridge Road, London W11 3HL.   Please mark your submission ‘General Manager Application’ in the subject line or on the envelope.  All applicants will be contacted whether or not selected for an interview.  
Best wishes,

Kate Denby
Executive Director
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About Us:

The Gate Theatre is a small scale venue above the Prince Albert Pub in Notting Hill which is dedicated to producing an international repertoire, reflecting international theatre practice and involving international artists and collaborators.  Over 32 years we have built a reputation for experimentation and innovation, and for realising our productions with the highest production values.  We support artistic freedom and create the conditions for emerging talent to explore their creative potential.  We are committed to presenting international work to the widest audience.

The Gate is run by a small and dynamic team and seeks out individuals who care passionately about theatre making and about the experience of our audience members. The Gate produces about five shows a year in-house including visiting artists from around the world and co-productions.  The work on stage has always pushed the boundaries of what is possible in a small space.  We strive to produce work of the highest quality on the smallest budgets with a small but dedicated team that thrives on ambitious and inventive theatre.  

2012 is an exciting time to join the Gate: Christopher Haydon will take over as Artistic Director in January 2012 and will implement a programme of new international writing and collaborations and co-productions with exciting artists from both the UK and abroad.  In the coming years we plan to maximise our co-production and touring potential both nationally and internationally. 

The Gate’s history

Since 1979 the Gate Theatre has carved itself a significant niche in the theatrical landscape. Lou Stein founded the Gate above the Prince Albert pub as the first theatre space to dedicate itself to looking beyond Britain’s boundaries and searching for work from abroad. From these humble beginnings the Gate has developed a considerable renown throughout Britain, and is continuing to expand its international status.

The Gate’s distinguished reputation has grown to far exceed its modest size. The Gate’s tenacious pursuit of the original, of plays and playwrights unknown on British stages, and of artists whose talent deserved to be discovered, is one that has caught the imagination of its audience. The Gate has been a stepping stone in the careers of several of the UK’s most influential contemporary directors: Dominic Cooke, Stephen Daldry, Daniel Kramer, Katie Mitchell, Ian Rickson and Thea Sharrock. 

 “one of the major generators of theatrical talent in this country”. 
Stephen Daldry
Now, 32 years on this pioneering notion of presenting international work has caught on. Audiences now have a global theatrical palette available both in London and across Britain. However, the ever evolving and innovating Gate Theatre continues to be the UK’s only producing house dedicated solely to international work.

The Gate Theatre is:


Natalie Abrahami 

& Carrie Cracknell


Joint Artistic Directors (until January 2012)
Christopher Haydon


Incoming Artistic Director (from January 2012)
Kate Denby



Executive Director
Rachael Williams


Producer

Emma Higham


Community Projects Director

Adam Lilwall



Finance Assistant 

Katie MacKinnon


Production Assistant

Steph Connell



Admin Assistant
Andy Rungen



Technical Manager 
Artistic Associates

Ugo Dehaes



International Associate (until January 2012)
Pierre Rigal



International Associate (until January 2012)
Lyndsey Turner


Associate Director (until January 2012) 
The Gate Board is:

Jonathan Hull (Chair), Pim Baxter, Mark Bayley, Diane Borger, Natasha Bucknor, 

Rupert Christiansen, David Farr, Rima Horton, Susan Hitch, Kingsley Jayasekera, Cory Edelman and Colin Simon.
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Job Description

General Manager
The General Manager is responsible for maintaining the day-to-day running of the Gate Theatre, offices, and storage facility. The post holder will work closely with the Producer and take a hands-on role in overseeing the realisation of Gate productions, including the pastoral care of the company during rehearsals and performances.  The General Manager is responsible for the Gate’s Front of House and box office activities, office administration, and for overseeing health & safety and technical maintenance within the Gate’s premises. 
This position requires strong premises management, financial, administration and communication skills.  A background in theatre management, box office or front of house is useful, but equally essential is a love of theatre and a belief in the work that the Gate produces.  This role requires excellent problem-solving and interpersonal skills and a level-headed, common sense approach.  It needs an individual with initiative, creativity and a good sense of humour, and is a role which requires quick, accurate handling of a multitude of tasks.  The General Manager reports to the Executive Director and Artistic Director.
General Manager
Key responsibilities

· To maintain the day-to-day running of the Gate Theatre office and theatre, overseeing the Gate’s office systems, company calendars and weekly staff meetings, managing office and theatre maintenance, upkeep and cleaning and ensuring the maintenance and inspections schedule is adhered to

· To co-ordinate scheduling for all activities within the theatre in liaison with the Executive Director and Producer

· To ensure all front of house facilities are clean and fully operational during production runs, and to implement and maintain health and safety procedures in the building, including fire drills, ensuring casual staff are familiar with the building and relevant H&S issues

· To maintain the theatres premises license and ensure all relevant paperwork is submitted to the licensing authority, and to liaise with the Pub Manager on licence compliance issues
· To be responsible for the Gate’s storage facility, the Arch, and all production assets stored within
· To manage the maintenance and upkeep of both the office and theatre and manage insurance
· To oversee technicians in the upkeep and catalogue of theatre equipment and maintenance of stock levels, within budget. To oversee the recruitment of the technicians required for each production, including the recording of hours and the processing of time sheets.

· To manage the Gate’s relationship with ICT, the computer support provider, to ensure IT systems and equipment are properly supported and maintained

· To manage the Gate’s box office and CRM system, including relationships with Blackbaud, Streamline, and external ticket agencies

· To set up new shows on Patron Edge, including tickets offers, and communicate box office procedures to all staff; manage box office banking, reconciliation and analysis; take box office bookings and manage group bookings.

· To facilitate and deliver the Gate’s provision of accessible performances

· To recruit and train box office and duty management staff, oversee production staffing rotas, and liaise with the Technical Manager and stage management on front of house procedures for each run.  To manage and develop the volunteer usher scheme, including recruitment and training
· To manage relationships with and be the main technical/scheduling point of contact for incoming Guest companies and occasional theatre hires  
· To be responsible for elements of the core budget and reporting on spending in those budget areas to the ED on a monthly basis

· To be responsible for the management and coding of all production petty cash
· Additional tasks as required, commensurate with the overall purpose of the post
With the Producer

· To appoint creative teams, production managers, performers and stage managers on Gate productions

· To set up and manage production deadlines – creative, technical, marketing

· To oversee the Technical Manager to support the realisation of productions, in particular health & safety, allocation of production/technical budgets, and control of expenditure

· To manage the technical support budget to ensure appropriate support for in house and guest productions

· To create and implement a dynamic marketing and audience development strategy to promote our work to the widest possible audience

· To support the delivery of special events and receptions in the theatre

General Manager Candidate Profile

Essential
· Understanding of theatre management and the production process

· Ability to work with experienced theatre artists at all stages of the development process

· Proven financial management skills, including experience of setting and managing budgets
· Experience of managing staff, including freelancers and casual staff

· Ability to stay calm under pressure
· Ability to organise and prioritise your own workload and work to deadlines
· Ability to collaborate and inspire

· Prepared to work long and unsociable hours 
· Excellent communication and presentation skills

· Familiarity with the current theatrical landscape of London, and nationally and internationally
· Passion for original and inventive theatre
· Excellent computer skills
Desirable

· Experience of managing computer network systems

· Experience of venue management, including management of Health & Safety
· Experience of front of house management and staffing 

Contract Details
Contract type: 

Full time, permanent
Salary: 
£21,380 pro rata 
Annual holiday: 
30 days, including public holidays and annual office closure
Hours: 
Office hours 10-6 Monday to Friday, additional hours as required: applicants must be prepared to work some evenings, public holidays and weekends

  

The Gate Theatre is an equal opportunities employer.  We welcome applications from all sectors of the community.
The Gate Theatre is an Arts Council, England Regularly Funded Organisation.
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Please send one copy of your application either by email to jobs@gatetheatre.co.uk or by post to the Gate Theatre Office, 12 Pembridge Road, London W11 3HL.   Please mark your application with the position in the subject line or on the envelope.
Please type or write application form in black ink
Post applied for - 
Personal details

SURNAME (block letters)



Forename 
Address

Contact telephone number 


Email address

Current/most recent employment
Employer 

Position held 

Main duties/ responsibilities

Date started




Date left 

Notice period (if required)



Reason for leaving
Previous employment history
Please detail all employment history relevant to the post


Employer 

Position held 

Main duties/ responsibilities

Date started




Date left
Reason for leaving 

Previous employment history continued
Employer 

Position held 

Main duties/ responsibilities

Date started




Date left 
Reason for leaving

Employer 
Position held 
Main duties/ responsibilities 
Date started




Date left 
Reason for leaving 
Employer 

Position held 

Main duties/ responsibilities

Date started




Date left 


Reason for leaving
Education

Please detail your educational background including all secondary and higher education training

	Date

	School/College/University
	Qualification

	
	
	


Further Training

Please detail any training and/or courses relevant to this post

	Date

	School/Organisation/College
	Course/Qualification

	
	
	


Supporting Statement

Please detail why you think you are suitable for this post, highlighting your relevant skills and attributes and making reference to the person specification.
(Please attach extra sheets if necessary - max 2 pages)
Further information

National Insurance Number

Do you require a work permit to work in the United Kingdom?
Yes / No (delete as necessary)

If you answered Yes, please specify

Do you have any medical conditions that might affect your work in the post? 
Yes / No (delete as necessary)
If you answered Yes, please specify

Do you have a criminal record?

Yes / No (delete as necessary)


If you answered Yes, please give details of any criminal convictions you have had, excluding any “spent” under the Rehabilitation of Offenders Act 1974.

Referees

Please provide details of two referees. At least one should be your current or most recent employer. Referees will not be contacted prior to interview without your permission

Name

Title

Company

Address

Contact telephone number

Email

In what capacity do you know this referee?

Name

Title

Company

Address

Contact telephone number

Email

In what capacity do you know this referee?

Declaration

I understand that this application form will be treated with the strictest of confidence by the Gate Theatre. 

I confirm that anything written on this application form is correct and that any misleading or incorrect information may be used as grounds to disqualify the application and cancel any agreements made.

Signed
 

Date

EQUAL OPPORTUNITIES MONITORING FORM

The Gate Theatre Company is committed to promoting theatre as an activity for all.  

The Company is committed to providing access for all people to the arts as participants and practitioners, throughout its programming and the range of its activities.

In order to achieve this, The Gate Theatre Company undertakes to ensure that all job applicants, employees and participants in the range of company activities are treated equally and encouraged to develop and maximise their true potential irrespective of gender, marital status, social class, race, ethnicity, faith, disability, sexuality or age.

The information given on this form will have no bearing on the application selection process, and is purely for monitoring purposes. Your reply will be separated from your application.  It will be treated anonymously and in confidence.

Position applied for:  


	Gender:
	Male / Female (delete as appropriate)



	Age (in years):
	


	What do you consider to be your ethnic group?


	

	(eg. Chinese British, Black British, Asian English, White European, White American, Black, or I decline to answer)




	The Disability Discrimination Act defines disability as a physical or mental impairment which has substantial and long term adverse effect on the individual’s ability to carry out normal day-to-day activities.



	Do you consider yourself to be a disabled person?

   
	Yes / No (delete as appropriate)


	How did you learn about this vacancy?
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