
 

Job Description 
Job Title Production Manager 

 

Reports To Artistic Director 

 

Responsible For 

 

Head of Design, Head of Costume, Head of Construction, Head of 

Production Arts Courses. 

Department Production Courses 

 

Location The majority of the Theatre School’s activities are based at the School’s 

Downside Road site, but with input at other relevant locations. 

Productions take place in venues across Bristol and the wider region, 

requiring travel (which will be remunerated). 

Hours This is a full-time role, predicated on a total of 2,080 hours per year 

(including holiday entitlement). Term time will involve more intensive 

working, whilst out of term will be less intensive. Evening and weekend 

work will be required in order to realise the production schedules. 

Salary £40,800 pro rata per annum paid by BACS monthly in arrears 

 

Pension 

 

4% employer and employee contribution after 3 months’ service into 

workplace pension administered by the People’s Pension 

Holidays 25 days per academic year pro rata plus bank holidays in non-term 

time, plus reasonably organised and pre-agreed Time Off in Lieu (TOIL). 

Notice Period Three months 

 

Probationary 

Period 

Six months 

 

Person 

specification 

Essential 

• Substantial, demonstrable experience of theatre production 

management 

• Full, clean driving licence. 

• Up-to-date knowledge of Health & Safety policy and legislation 

and practical implementation of health & safety at work – 

including preparing Risk Assessments and introducing effective 

risk control measures when required.  

• An occupational Health and Safety qualification (NEBOSH 

General Certificate or Diploma, IOSH Working Safely or 

Managing Safely, etc).  

• Ability to be flexible and adaptable in your approach 

• To be a strong team player in a close-knit, supportive 

environment 

 



 

Desirable 

• Experience of driving 7.5 tonne truck  

• Current certificate (or previous attendance) of H&S training; 

First Aid, Fire Warden, CoSHH, Work at Height, Manual 

Handling, LOLER, IPAF, PASMA, etc. (Refresher training can be 

provided as required.) 

• Previous experience of working with students, and/or in 

training young professionals. 

 

 

Duties and 

responsibilities 

Overall Responsibilities: 

The Production Manager will production manage all the School’s 

productions, giving oversight and organisation across all stages of 

the production process. 

 

• Liaising with relevant School departments in order to realise the 

Artistic Director, and visiting directors’, vision.    

• In conjunction with the Artistic Director, leading on planning the 

practicalities of theatre production work within the school 

including setting parameters, deploying resources effectively 

(including budgeting) and setting design deadlines.   

• Close budgetary control across all relevant departments, 

including payment cards, purchase orders and invoices. 

• Health & Safety responsibility on all productions.  

• Liaising with relevant staff regarding student staffing. 

• Collaborating with the MA Design course tutors and students 

regarding the practical and logistical aspects of their designs, 

and sharing experience and best practice throughout. 

• Advising the Artistic Director on proposed venue choices, and 

helping to identify venues that will benefit students’ learning 

experiences. 

• Preparing schedules according to industry guidelines and 

regulations. 

• Organising transport and any other production-related activity 

to ensure the smooth-running of productions at all times. 

• Managing relevant licensing for BOVTS tours and productions in 

relation to transport. 

• Providing feedback and insight to the tutors regarding student 

performance and capability, in order to inform students’ 

academic progress. 

• Oversight and management of props, scenery and furniture 

store. 

• Using health & safety expertise to bring oversight of health & 

safety at the School’s main site at Downside Road. 

• Involvement in student recruitment as required. 

• Performing other responsibilities commensurate with the role 

as required. 

• To work within, endorse and promote the School’s Vision and 

Values in all aspects of the role.   



Reporting 

• Individual line management of direct reports as required. 

 

Meetings attendance 

• Senior Management Team meetings 

• Full and other staff meetings  

• Production Arts Module Leaders 

• Production Planning Group  

• Production meetings for each production 

• Health & Safety Committee 

• Tech students’ meetings as required  

• Finance reporting meetings as required  

 

Budgetary control 

• Adhere to agreed overall budget allocation for productions for 

which the post holder is responsible. 

 

External liaison 

• With personnel at venues, representing the School at all times 

• With suppliers, contractors, casual & freelance staff 

 

 

Equal 

Opportunities 

Bristol Old Vic Theatre School’s approach to Recruitment and 

Selection: 

 

We aim at all times to recruit the person who is most suited to the job. 

Recruitment will be on the basis of the applicant’s abilities and 

individual merits, measured against the job criteria and competencies. 

 

Equality & Diversity 

The Theatre School recognises the positive value of diversity, 

promoting equality and challenging unfair discrimination. We welcome 

applications from those currently underrepresented in our own 

workforce and across the wider arts and training sectors: these include, 

but are not limited to, people who are culturally and ethnically diverse 

and experience racism in our society, those with LGBTQ+ identities, 

neurodivergent and/or D/deaf and disabled, those with caring 

responsibilities and those who have experienced socio and economic 

barriers. 
 

This is a description of the job as it is presently constituted. It is the practice of BOVTS to      

examine job descriptions from time to time and to update them to ensure they relate to the 

job as then being performed, or to incorporate whatever changes are being 

proposed. This will be conducted in consultation with you. It is the organisation’s aim to 

reach agreement on changes, but if agreement is not possible, the organisation reserves the

 right to insist on changes to your job description, after consultation with you.  

  

 



We will not discriminate or tolerate discriminatory behaviour on the 

grounds of age, disability, educational background, gender, 

employment status, ethnic origin, marital / partnership or family status, 

race, religion or belief, sex, sexual orientation, social class, transgender, 

working pattern or any other irrelevant factor in any aspect of 

employment. 
 

We are committed to employing disabled people, and reasonable 

adjustments will be made to the recruitment procedure to ensure that 

no-one is disadvantaged because of their disability. If a disabled person 

is appointed, reasonable adjustments will be made to the workplace as 

far as possible, including premises & equipment, duties, practices or 

policies. 

 

Selection & Assessment 

We use a range of methods at the interview stage to assess candidates 

against objective job criteria contained in the job description and 

employee competencies applicable to the role. The purpose is to 

accurately predict a candidate’s ability to perform the job in question. 

All interviews will be undertaken by a panel of two or more people, and 

we will endeavour for the panel to be representative of society. 

Selection panels will keep written notes on each applicant recording 

reasons for decisions taken. These are disclosable to the applicant. 

All disabled applicants (as defined by the Equality Act 2010) who meet 

the essential criteria as defined in the job description will be 

guaranteed an interview. 

 

We are committed to improving the diversity of our workforce. Where 

two candidates are equally scored following interview or assessment, 

positive action will be taken and we may appoint a candidate with a 

protected characteristic which is underrepresented within the Theatre 

School. 

 


