
 
 

 

 

 

 

 

Production Coordinator  

 

Original theatre have been touring since 2004 taking work across the UK and internationally.  
The company now stages live productions each year as well as operating accompanying outreach and education 

programmes and digital work. Recent productions include Sarah Waters’ The Night Watch, Valued Friends (co -

production with Rose Theatre Kingston); Torben Betts’ Caroline’s Kitchen (originally Monogamy), Alan Bennett’s 

The Habit of Art, Oscar Wilde’s The Importance of Being Earnest, Frederick Knott’s Wait Until Dark, national tours 

of Torben Betts’ Invincible, Emlyn Williams’ Night Must Fall, Hound of the Baskervilles, Terence Rattigan’s Flare 

Path and the award winning tours of Sebastian Faulks’s Birdsong adapted by Rachel Wagstaff.  

 

Since 2020 we have produced dedicated made for online productions including Birdsong, Watching Rosie staring 

Miriam Margloyes, The System written and starring Emily Head (the inbetweeners), Into the Night, Barnes People, 

The Croft and The Habit of Art. 

 
"An exceptionally impressive 2020... I’m still tipping my hat to a company that employed more 

than 100 freelances, and reached 30,000 households last year" Daily Mail 

 

"Original Theatre are truly the connoisseurs of virtual theatre" WhatsOnStage 

 
"Original Theatre, a digital platform that has been a stand-out performer in drama's emergency migration online" 

Mark Lawson 

 

We were also honored to win the 2022 critics circle theatre award for exceptional theatre making during 

lockdown alongside the National Theatre. 



Production Coordinator 

Reports to: Creative Producer, Artistic Director 

 
Application process 

 
We would like applicants, where possible, to send though a covering video (approx. 3-4 minutes) about why they 

would like to work for Original or if preferred a covering letter (no more than one side of A4) with your CV and 

completed Equal Opportunities form to: Charlotte Holder at charlotte@originaltheatre.com  

 
Deadline: Monday 16th May, 10am 

Interviews (via Zoom): We would need applicants to be available 20th May 

 
Working pattern – 40 hours per week (inclusive of paid lunch break). Office hours are normally 10.00 am - 6.00 pm 

Monday to Friday, but evening work may be necessary to attend Press Nights, tour performances and other 

meetings and special functions as they are arranged. Overtime is not paid in respect of extra hours worked, but the 

company operate a Time Off In Lieu policy, whereby time back can be agreed in advance with the Creative 

Producer. 

 
Working from home with travel when required. The post-holder will be responsible for their own computer and 

office systems. 

 
Salary: £22k - £25k per annum dependent on experience  

Hours: Full time, an average of 40 hours per week (evenings and weekend work will be required; Original Theatre 

operates a TOIL policy) 

Annual Leave: 28 days per annum (including bank & public holidays)  

Enrolment to Original Theatre Pension Scheme 

 

Start date: 1st June or as soon as possible.  

 

About the role: 

 
The Original Theatre Company are seeking a proactive and flexible administrator who is looking to further develop 

their arts administration experience, to join our small and hardworking team. 

 
The Production Coordinator will ensure the efficient day-to-day running of Original Theatre and support the 

Original Theatre artists, creatives and freelancers. 

 
Previous experience within the arts/ creative industry within an administrative capacity is not essential but would be 

beneficial. 

 

Purpose of the role:  

• To ensure all production and company budgets are up to date. 

• To support production of cashflow documents and supporting documentation for financial and ACE reporting. 

• Reconciliation of monthly credit card expenses. 

• Submitting weekly pay run to Creative Producer in advance of weekly payment deadlines, using own 
implemented systems to ensure invoices are paid within deadlines. 

• To create and submit weekly remittance advice’s for cast and creatives as required.  
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• Alongside the Creative Producer, to work closely with colleagues at Equity to ensure a strong working 
relationship is maintained. 

• As directed by colleagues, undertake research tasks. 

• Source rehearsal/ reading venues as required. 

• To support production managers as and when required with ordering equipment.  

• Create contact sheets for productions. 

• Creating all cast and creative contracts and ensuring they are sent back within deadlines. 

• Support casting directors and the Creative Producer with all casting administration including sending offers 
and AV checks to agents and negotiating terms as directed, if required 

• To attend and minute production meetings. 

• Supporting the creative producer in obtaining licenses and permissions as required with filming or live 
productions. 

• Liaising with actors, creatives and/or their agents to collate biogs, costume measurements and any other 
information required by production management colleagues. 

• Work closely with external PR colleagues to liaise with cast members where required for co- ordinating PR 
interviews. 

• Attending first days of rehearsals and opening venues of productions as necessary.  

• Producing events such as premieres and script readings when directed by the Artistic Director  

• Attend and minute weekly company meetings and production meetings when required  

 
Person Specification: 

 
Essential: 

- Strong understanding of Office 365 and associated programmes, particularly excel and word. 

- Basic administration experience including taking and distribution of minutes and filing and processing of 

invoices. 

- Experience of managing a busy and varied workload, prioritizing tasks as needed. 
- Calm under pressure with a can-do attitude. 

- Willingness to work evenings and weekends when required to do so. 

- Adaptable and able to cope working in a fast-paced work environment. 

- Good people skills and confident in their ability to liaise with a variety of stakeholders from high profile 

talent and their agents, to suppliers and production colleagues. 

- Strong communication skills and the ability to handle certain situations with a good level of tact and 

diplomacy. 

 
Desirable: 

- Experience of working within an arts company or venue, particularly one that produces online 

and/ or touring content 

- Comfortable working in an environment that can require last minute changes to priorities.
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