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Reports to:
Artistic Director
Salary (F/T):
£18,000 (fixed fee)


BACKGROUND

Eco Drama is a children’s theatre company delivering theatre shows and workshops to primary & secondary schools, festivals and community venues across Scotland. Uniquely touring in The Magic Van, a vehicle run on renewable bio diesel, we aim to engage, inspire and excite young people in the value of caring for our natural world.
From April 2011- March 2012 we have been re-funded by the Scottish Government’s Climate Challenge Fund and our key aims for the following year are: 
· to reduce carbon emissions through effective behavioural change, stimulated by innovative theatre, drama education & awareness raising
· to produce high quality theatre and educational drama work suitable for primary & secondary audiences
· to inspire and build new audiences for our work;

· to promote sustainability in everything we do; 
· to sustain Eco Drama as a social enterprise into the future
JOB SUMMARY

The Administrative Producer is a new role which has been created to help deliver our current funded project - ‘Eco Drama’s Magic Van Tour’.  This position is necessary to sustain the quality & level of our work at a time of organisational growth & development.  They will work collaboratively and supportively with the Artistic Director (the other f/t member of staff), and a core team of freelancers, to help realise Eco Drama’s aims & objectives for the Climate Challenge Funded project. They will be organised, creative & self motivated, demonstrating previous experience in tour management, administration, marketing & fundraising. They will have entrepreneurial skills & enthusiasm for growing and sustaining this small company into 2012.
OVERVIEW

For fuller details of our work to date please visit: - www.ecodrama.co.uk 

RESPONSIBILITIES

Project and Tour Management
· Book, manage and co-ordinate all company tours with schools
· Book and liaise with rehearsal spaces and make necessary arrangements
· Devise, distribute and update rehearsal and tour schedules
· Coordinate and support all freelance staff (up to 8 staff throughout the year)
· Day to day enquiries
· Maintenance of efficient filing systems

Marketing
· Develop the company’s current marketing strategies to reach wider audiences 
· Manage all marketing activity and developments
Monitoring & Evaluation 

· Administering evaluations and data collection from schools

· Monitoring & evaluating throughout the year in the form of progress reports

· End of year final report (job shared with Artistic Director)

Fundraising 

· Research potential new funding sources, including trusts and foundations, public funds and sponsorship
· Make new funding applications
· Co-manage relationships with funders  

SKILLS, QUALITIES and EXPERIENCE
Essential:

· A passion for, and an informed creative response to, new ideas in children’s theatre practice and educational drama work. 

· Minimum 2 years experience of relevant and significant arts administration, including tour management and promotion (paid or unpaid)
· Experience of fundraising applications, processes and reporting procedures 
· Strong planning and organisational skills
· Excellent verbal and written communication skills 

· Excellent interpersonal skills
· Ability to collaborate and communicate within a small team
· Ability to make timely decisions both independently & collaboratively
· A demonstrable ability to work entrepreneurially and proactively
· Ability to work under pressure
· The capacity to handle difficult situations calmly and sensitively 

· The confidence to represent Eco Drama in public contexts (educational and funder events)

Desirable:

· A good knowledge of the Scottish education system/Curriculum for Excellence
· A good knowledge of, and interest in, current environmental ideas and thoughts
· Passion to support the ideals of the company
· Interest or experience of developing educational work in drama/theatre contexts
· Good IT skills 
· Awareness of equal opportunities, child protection and health and safety
· Clean driving licence (not essential but helpful)
CONTRACT DETAILS

Type of Contract:

Freelance (Fixed Term Contract)
This contract will only be offered on a self employment basis. The successful applicant will be responsible for their own NI & tax contributions. The contract will be offered for 3 months initially & then reviewed, and is subject to one month’s notice by either party. With a successful year of fundraising, there is potential for this post to continue after March 2012.
Fee:



£18,000 (fixed fee)
Responsible to:

Artistic Director (Emily Reid)
Hours of work:
35 hours p/week; Mon - Fri; hours 9-5pm; (there may be flexibility to work on some evenings and weekends during quieter times of the year)
Place of work: 

Primarily office based in Glasgow
Eco Drama, Unit 236, The Briggait, 

141 Bridgegate, Glasgow, G1 5HZ
Holidays: 
29 days. Due to the nature of the company, all holidays must be taken within the school holidays. This can be discussed at the interview stage.


APPLICATION PROCESS

CVs will not be accepted. Please complete the Eco Drama application form available from www.ecodrama.co.uk 
Please submit all applications by email to:

emily@ecodrama.co.uk 
The draft timescale for the position is as follows: -

	Application Deadline: 12noon, Thursday 28th April 2011

	Interview Dates: Wednesday 4th May & Thursday 5th May (in Glasgow)

	Contract End Date: Friday 30th March 2012 (with potential to continue the post)
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