
Job Description
Job Title: Assistant Producer

Responsible To: Producer 

Responsible for: Assisting the Producer to produce Scratch Interact at Soho Theatre in November
Main Purpose: To Assist the producer in preparation for Scratch Interact, and on the night. To assist the Executive Producers in finding artists for the event

Tasks and Responsibilities:

To assist the producer on the following:
Staff:

Recruit and manage Stewards for the event, and any other volunteers as necessary
Artists:

Liaise with Artists on all logistical and technical matters
Work with Soho theatre to meet all technical needs

Assisting Exec Producers to find artists through own networks, and by going to see work

Audience:

Audience communication

Programme

Sign-up

Box office liaison

Press & Marketing:

Maintaining database

Website copy

Press Release 

Press Relationships

Reporting:

Regular status updates to producer

Reporting to Exec Producers on visits to potential artists work

General responsibilities (these are included in all Glue job descriptions):

· Attend company meetings as necessary 

· Act as an good ambassador for Glue to any external stakeholder

· Undertake your own administrational duties


