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Job Description

	Job Title:
	Artistic Administrator
	Department:
	Producing/Artistic

	Responsible To:
	Producer
	Salary:
	£29,817 FTE 
(£17,038 for 0.57 FTE)

	Location:
	Pitlochry Festival Theatre
	Position Type:
	0.57 FTE, permanent

	Working Hours:
	Average of 20 hours per week, over 5 days. Pitlochry Festival Theatre operates on annualised hours contracts. Hours may flex to match workload and Theatre commitments.

	Key Relationships
	The post holder reports to the Producer and will work closely with the Head of Producing as well as members of the Production and Artistic Teams, colleagues throughout the organisation, Creative Team members, Acting Company, and External Collaborators such as co-producing partners.

	Context
	Since 1951, Pitlochry Festival Theatre has been the artistic heart and soul of Highland Perthshire, attracting over 100,000 visitors every year. We’re more than just a place to see a show; we’re Scotland’s leading producer of musical theatre, and the country’s only rurally-located major arts organisation. 

Our purpose is to improve lives by sharing Pitlochry with the world and the world with Pitlochry. Our mission is to create life-changing experiences for as many people as possible through our theatre and our environments. We strive to inspire imaginations, foster new levels of understanding, and nurture well-being, growth, and connection. 

Pitlochry Festival Theatre’s campus now comprises a 538 seat Auditorium, a 172 seat Studio theatre as well as our Amphitheatre in the theatre grounds. Our home is a glorious eleven-acre campus that includes the Explorers Garden.   

More than a place to come and see a show, we offer great theatre and art for everyone in an inspiring, creative atmosphere.

	Purpose and Key Accountabilities
	
The Artistic Administrator plays a central role in supporting the delivery of Pitlochry Festival Theatre’s artistic programme. Working closely with the Head of Producing, Producer, Head of Production, Company Manager, Artistic and Production teams;  the postholder ensures that productions are delivered efficiently and in line with union, licensing and organisational requirements.

This is a fast-paced, detail-oriented role at the heart of our artistic operation, combining contracting, casting administration, licensing, research, reporting and artist liaison.
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Our Purpose
We improve lives by sharing Pitlochry with the world and the world with Pitlochry.

Our Vision
Pitlochry Festival Theatre is recognised as the nation’s most impactful producing theatre, at home and beyond.

Our Mission
We will create life-changing experiences for as many people as possible in our many communities, through our theatre and our environments.

Our Values
Creative – We inspire and innovate in all our work.
Respectful – We value everyone and treat all with dignity.
Empowering – We enable and encourage others to reach their full potential.
Collaborative – We work together and support each other.

Our Guiding Principles

Place – Pitlochry is our home. We will continue to be inspired by Pitlochry and to celebrate our home through our work here and everywhere that we work in partnership, by sharing what we do ‘Inside, Outside and Online’.

People – We nurture our own staff, the creative talent we bring to our stages, our partners, our supporters, and our audiences. We will continue to gather people together through our work and by serving global, human concerns.

Production – We perform at our best when we create theatre and deliver cultural activities related to theatre. We will continue to explore and extend how and where we share theatrical experiences of all kinds, for the benefit of all our communities.

Person Specification
Personal behaviours and style
We are looking for people who share our core values and can demonstrate their commitment to:
· Commitment to Excellence
· Teamwork
· Creativity
· Inspirational sense of belonging
· A nurturing environment

The successful candidate will need to be able to demonstrate the below skills, experience and attributes in both the written application and the interview process:


Key Tasks:

	

	Artistic Programme Administration
	Provide day-to-day administrative support to the Artistic Director, Head of Producing and Producer

	
	With the Company Manager, coordinate rehearsals, creative meetings, workshops, company events and casting, where necessary

	
	Assist with stakeholder and funding documentation, reporting and research projects

	
	Support post-show discussions and fundraising events in collaboration with the Development team

	
	Attend company hospitality events, including Meet & Greets and Guest Nights, as required

	
	Draft and issue contracts for actors, fixed-term stage management and creative team members

	
	Produce and distribute cast lists and company information packs

	

	Licensing & Compliance
	Lead on the administrative processes surrounding acquisition of performance rights and play licences

	
	Manage PRS applications and submissions, ensuring permissions are secured ahead of production openings

	
	Maintain up-to-date knowledge of relevant union agreements, rates and fees

	
	Support compliance with industry agreements and internal procedures

	

	Artist & Company Logistics
	Manage and maintain PFT’s digs list, building positive relationships with accommodation providers to secure favourable rates

	
	Arrange and book travel and accommodation for creative and production teams, actors and festival participants

	
	Acquire and distribute scripts, scores and relevant production materials in a timely manner

	

	Financial & Budget Awareness
	Maintain awareness of Artistic Department budgets to support cost-effective delivery of the programme

	
	Monitor travel, accommodation and associated costs in line with approved budgets


	

	Health & Safety
	To attend training as required to update knowledge and skills, and to be able to comply with relevant statutory requirements to a high standard

	
	To comply with Health and Safety and other licensing legislation as directed and laid out in Pitlochry Festival Theatre’s Health and Safety Policy

	

	Other
	Shared with the wider producing team, attend first performances and/or Gala performances

	
	To champion and promote organisational values and behaviours and act as an ambassador for the Theatre

	
	To always act in the best interests of the Theatre and in line with all company policies

	
	Any other duties or projects required by the Executive Director or Board of Trustees to ensure the general smooth and efficient operation of the buildings and organisation

	
	To support the organisation in meeting its environmental aims

	
	Be mindful of the Assist the Department with work experience placements, offering work shadow opportunities, training and mentoring as required




Experience & Attributes 


	Requirements
	Essential
	Desirable
	Assessment Method

	Qualifications and Knowledge

	High level administration experience
	Administration experience within an arts or theatre environment, particularly producing theatre
	Application/Interview

	Skills and Abilities

	A good project manager, able to plan and co-ordinate, multi-task and deal with the unexpected

	Understanding of casting processes and artist engagement
	Application/Interview

	
	Strong IT skills, including Microsoft Office (particularly Excel and Word)
	Experience drafting or managing contractual process
	Application/Interview

	
	
	Knowledge of licensing and PRS processes
	Application/Interview

	
	
	Experience supporting funding or stakeholder reporting
	Application/Interview

	
	
	Knowledge of union agreements (e.g. Equity, BECTU) or willingness to develop this knowledge quickly
	Application/Interview

	Personal qualities

	An excellent Team player, who is flexible and diplomatic
	
	Application/Interview

	
	A problem solver, with a positive attitude, and who can keep calm under pressure
	
	Application/Interview

	
	Ability to handle confidential information with complete discretion
	
	Application/Interview

	
	Excellent written and verbal communication skills
	
	Application/Interview
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