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1. About us  
Sonia Friedman Productions (SFP) is a West End and Broadway production company 

responsible for some of the most successful theatre productions in London and New 

York. 

 

Since 1990, SFP has developed, initiated and produced over 160 new productions and 

together they have won a staggering 58 Olivier Awards including a record-breaking 14 at 

the 2014 Awards. The company has also won 30 Tonys and 2 BAFTAs. 

 

In 2017, Sonia Friedman OBE was awarded 'Producer of the Year' at the Stage Awards 

for the third year in a row as well as taking the number one spot in 'The Stage 100', 

becoming the first number one in the history of the compilation not to own or operate 

West End theatres and the first solo woman for almost 20 years. In 2018, Friedman was 

awarded the Equity Services to Theatre Award at the 18th Annual WhatsOnStage 

Awards, and was featured in TIME100, Time Magazine's 100 Most Influential People of 

2018. 

 

2. Corporate Social Responsibility: our priorities  
 Next Generations: introducing tomorrow’s audiences to the pleasures of live 

entertainment, recruiting and nurturing the next generation of industry talent.  

 Inclusion: improving and promoting diversity, inclusion and well-being in the 

workplace.  

 Sustainability: helping reduce our impact on the environment by making our business 

more sustainable.  

 

We recognise that we do not have all the answers but we strive to listen, to learn and 

to change in order to ensure SFP becomes a truly inclusive organisation. We therefore 

welcome and encourage applications from individuals from the widest possible range of 

backgrounds and particularly welcome applications from those currently 

underrepresented in our workforce. 

 

3. Everyone’s responsibility  
Everyone at SFP is expected to play their part in achieving our goals and upholding our 

core values, by:  

 Committing to creating and upholding a positive, inclusive culture that nurtures 

potential and supports well-being. 

 Playing our part in reducing our environmental impact and finding more sustainable 

ways of working.  

 Encouraging the next generation in live entertainment by contributing to our 

outreach and training programmes, including mentoring students and trainees. 

 

Please see a job description of the role below.  We welcome transferable skills from other 

industries or backgrounds. 



 
 

4. Application Process 

 
A link to the application form can be found on the jobs page of our website: 

https://www.soniafriedman.com/about/job-opportunities  

 

Please let us know if you would like further information, support with access requirements 

or an informal chat about the role. You can contact us on queries@soniafriedman.com 

 

CLOSING DATE FOR APPLICATIONS: Wednesday 19 May, 2021 at 6.00pm 

 

 First round interviews will take place in the week commencing 24 May 2021 and will be 

on Zoom.  You will be informed of the interview panel prior to your interview. 

 There will be a second interview stage for some candidates in the week commencing 31 

May 2021. This stage will ideally take place in person and we can discuss access 

requirements beforehand.  You will be informed of the interview panel prior to your 

interview. 

 

We will respond to all candidates within three weeks of the application deadline, regardless 

of whether they have been selected for interview or not. 

 

 

5. Job Description 
 

Position:  OFFICE ASSISTANT 

 

Reporting to:  General Manager 

 

Job Purpose: To support the smooth and efficient running of SFP. 

 

 Be a first point of contact for all enquiries, whether via telephone, email or in 

person, ensuring that all enquiries are passed on to the correct person or dealt with 

as appropriate. 

 Deliver, collect and distribute external and internal post where necessary and 

ensure all items are posted appropriately.  

 Order petty cash and reconcile floats and credit card statements where appropriate.  

 Ensure the processing and timely payment of the company’s invoices. 

 Manage the company’s general email addresses and ensure swift and appropriate 

responses to all enquiries  

 Assist with new members of staff, setting up accounts and ordering necessary IT 

hardware. 

 Deal with SFP’s IT requirements (including office hardware and cameras) and liaise 

with ATG’s IT Department to ensure that IT issues are resolved swiftly. Similarly, 

ensure that all office technical demands are met when required. 

 Ensure that office filing systems and databases are kept up to date and organised. 

https://www.soniafriedman.com/about/job-opportunities
mailto:queries@soniafriedman.com


 
 Be responsible for the office’s kitchen and stationery areas, ordering supplies as 

required and ensuring that this remains organised and tidy, and manage suppliers. 

 Be responsible for the management and smooth running of the building, including 

cleaners, plants, air conditioning and general office management as well as the 

company’s storage facilities and the ordering of weekly office provisions. 

 Be responsible for the company’s storage facilities. 

 Organise meeting rooms, arrange refreshments and update information on the 

meeting room calendars. 

 Order cars, taxis and couriers, as well as making deliveries by hand, as required. 

 Assist with SFP opening nights, as required by the production department. 

 Prepare paperwork for members of staff and meetings, as required. 

 Assist with travel and accommodation requirements for productions, as required. 

 General administration and research assistance, as required, and fulfilling any other 

duties as reasonably delegated by the Office Assistant’s line manager or senior 

members of staff.  

 Support the Personal Assistant to Sonia Friedman with care for Sonia’s dogs and any 

other duties as may reasonably be required. 

 Act at all times in the best interests of SFP, and adhere to SFP’s confidentiality policy 

throughout. 

 

6. Employment Terms 

 

 Hours: Usually 10am–7pm Monday–Friday (1 hour lunch break).  Due to the nature of 

this role some evening and weekend work will be required and you may be asked to 

work additional hours from time to time.  

 

 Contract: Full time, fixed term for 12 months from June 2021. 

 

 Salary: £19,000-£22,000 per annum, dependent on experience. 

 

 

 

 


