
 HARLOW PLAYHOUSE 

 

 
 

 
 

PRODUCTION STAGE MANAGER 
 

Production:  

‘The Great Christmas Sleigh Ride by Kevin James 
A piece of writing premiered in 2018 with three cast 
members in a fun-filled, sing-along, interactive festive show 
for 2-6 year olds.  
 
Venue:  
Harlow Playhouse, Harlow 
 

Dates:  5th December to 29th December 2021 
plus 1 day pre-production.  
Further details provided in production info document. 
 

Pay:  £1,528.04 plus £179.76 holiday pay 
Local accommodation to be provided for 3 nights; 8

th
, 9

th
 and 

10
th

 December.   
(Remaining accommodation and travel is excluded – this cost 
will not be incurred by Harlow council) 

 

Person Specification: 
- Experience in a similar role on a similar size production 

- Excellent organisation and communications skills, written and verbal 

- Conversant in stage and basic lighting & sound terminology 

- Basic knowledge and experience of power tool operation and basic carpentry skills 

- Knowledge and experience of prop making, maintenance and management 

- Ability to undertake the physical demands of the role 

- Flexibility, stamina and ability to multi-task and reliable time-keeper 

- Ability to demonstrate a calm approach when working closely with other technical staff and performers in 

pressured situations. 

- Excellent communication and interpersonal skills and attention to detail 

- Ability to work as part of a close-knit team in an enclosed environment, working towards a deadline. 

 

Job Description: 
General 

- To lead the fit up, get out and changeover of each performance on stage, and general duties required for the 

running of performances. 

- Stage Manage performances/productions, ensuring production standards are maintained throughout the 

rehearsal and performance period  

- To assist Front of House in ushering audience in/out if required. 

- Work within schedules and rehearsal times as set down on the Company call sheets and technical schedules 

ensuring rehearsal environments are prepared as required on a day to day basis 

- Prepare, maintain and call from a clear and accurate prompt copy or wing running score incorporating 

lighting, sound, effects and cast calls as required. 

- Ensure rehearsal environments are prepared as required with the appropriate set, props, costumes and other 

effects necessary,  

- To procure/make all props for the production.  

- To ensure all staging/prop requirements of the productions are prepared to an excellent standard and are 

ready and functioning for rehearsals and performances. 

- To carry out checks for, and assist in, an evacuation of the company in the event of an emergency. 

- Participate in all scene changes throughout the performance/operate each performance. 



 HARLOW PLAYHOUSE 

 

- Organise, clean and launder all costumes in the manner and frequency required to maintain the appearance 

of the costumes, including the use of outside dry cleaning if necessary.  

- Ensure the Company is aware of the laundry and repairs routine and of their responsibility to protect their 

costumes as far as possible. 

- Ensure all Company policies and contractual arrangements are understood and implemented  

- Attend and participate in meetings as required 

- To carry out any other tasks that will, from time to time be allocated by the Production Manager on an ad hoc 

or continuing basis, relevant with the general level of responsibility of the post. 

 

Administration/Record Keeping  

- Provide daily rehearsal notes and updates to the Production Manager or Director, alerting him/her to 

potential problems at the earliest possible stage. 

- Produce and distribute company call sheets in consultation with the Director.  

- Carry out administration efficiently ensuring accurate and complete records are maintained  

- Ensure accurate records of performance running details, relevant technical plots and other departmental 

information, is maintained  

- In consultation with the Production Manager produce and distribute reports after each performance, 

ensuring that any appropriate action needed is taken in time for the next performance  

- Provide regular progress reports and updates to the Production Manager and Duty Front of House Manager, 

alerting him/her to potential problems at the earliest possible stage  

 

Health & Safety  

- Promote a positive approach to Health & Safety, ensuring correct working methods and safe working 

practices are adhered to  

- Understand, enforce and work within the relevant Health & Safety legislation and procedures as set down by 

the Company  

- Adhere to Harlow Playhouses’ Child protection procedures  

- Maintain a good practice of health and safety in all areas and report any problems to the Production manager. 
 


