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Feb 2019 
 
 
 
 
 

PROJECT MANAGER (JUNIOR AND SENIOR) 
 
RESPONSIBLE TO: Associate Director & Access and Skills Manager  
 

SUPPORTED BY:  Member Company Manager, Member Course Coordinator & Course Assistants 

 

WORKING DATES: This is a project based appointment.  
 
 

Course Dates:  Junior: Monday 29 July– Saturday 10 August 
2019 (inclusive of Saturdays) 

 Senior: Monday 12 August – Saturday 31 August 
2019 (inclusive of Saturdays) 

 
Other Required Dates:  Monday 20 and Tuesday 21 May (negotiable) 
    Saturday 13 and Sunday 14 July 
    Tuesday 23 – Saturday 27 July 

Sunday 1 September 
 

 
In applying for this contract you are confirming that you are available in 
London for the above dates. 
 
The primary working hours to service this contract during the course and 
other required dates will be 10:00–18:00 with additional hours as and 
when required to meet the needs of National Youth Theatre for the 
duration of the course dates. There is also a requirement to be on call 
during NYT’s Summer Activities in the evenings and on Sundays.  

 

 

Main purpose of position 
 
The National Youth Theatre is a world-leading youth arts charity. Every year we reach out across the 
country to audition and interview thousands of young people and deliver skills-based courses for 
members and non-members. We also produce ambitious theatrical productions in leading theatres 
across the UK and around the world.  
 

The National Youth Theatre produces around 10 member productions and events each year. In 2018 
these included a spring season at Southwalk Playhouse, productions in Skelmersdale, Bradford 
and Edinburgh and repertory shows at Soho Theatre, The Criterion and Lyric Hammersmith 
Theatre in London’s West End. These productions give NYT members free opportunities to gain 
experience onstage, as well as giving our backstage technical members unparalleled learning 
opportunities backstage.  
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Our annual programme of Membership Courses and Masterclasses engages over 1,500 young people 
each year. The summer courses currently offer four opportunities for young people to engage with NYT: 
 

 Junior Course 

 Senior Course 

 Epic Stages 

 Backstage Course 
 

At other points in the year we offer specialist masterclasses in auditions technique, performing 
Shakespeare, digital courses and acting for screen. The National Youth Theatre is continually evolving to 
meet the needs of the broader sector and respond to strategic developments or opportunities as they 
arise.  
 
This post will play a key role in contributing to the individual experience of the 800 young people who 
participate in NYT’s Summer Programming. Participants from the summer courses have the opportunity 
to join the Membership of The National Youth Theatre and are able to engage in productions and 
projects in future years.  Clearly, progression through the company and recommendations are contingent 
upon the positive first-hand experiences had by our Participants.  The National Youth Theatre takes the 
safety of all our participants very seriously and this role is intended to support them during the summer 
courses. 
 

Key responsibilities 
 
To promote the values of the National Youth Theatre within the programme and to promote a positive 
and inclusive environment for all participants.  
 
To provide high-quality support to the Access and Skills Manager on all aspects of the project.  
 
To keep the Access and Skills Manager appraised of major course developments whilst managing the day 
to day logistics independently and self sufficiently.  
 
To ensure quality of delivery of NYT’s Junior and Senior courses according to the guidelines set out by the 
Associate Director and the Access & Skills Manager and to be managed against an established 
framework.  
 
To manage day to day issues for NYT Associate Artists and Course Assistants. 
 
To act as the main point of contact in relation to the Junior and Senior Course for both internal and 

external enquiries. 

To hold regular meetings with Member Company Managers and Member Coordinators ensuring the  
team are fully appraised at all times.  
 
To act as a mentor and to the Member Company Managers and Coordinators. 
 
Ensure the smooth delivery of all Junior and Senior Showings.  

To ensure the programming for the courses runs to schedule and to budget. 
 
To manage warnings to participants in a fair and transparent way, and report any instances of these to 

the Access and Skills Manager. 
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To collate and facilitate participant feedback for the purposes of reporting and evaluation for internal 
and external stakeholders. 
 
To manage the accommodation check in/check out process for course participants. 
 
Regularly liaise with Goldsmiths and CLV staff and other external contractors. 

Welfare and Pastoral 

 
To provide considerate and compassionate pastoral care to course participants according to appropriate 
guidelines provided by NYT. To follow a chain of command in relation to the necessity of any escalation 
of concerns or enquiries. 
 
To liaise with parents & guardians of course participants where required and in keeping with our privacy 
guidelines.  
 
To stay in the accommodation provided for three nights per week during the Junior course dates and two 
nights per week during the Senior course dates. 
 
To be ‘on call’ to deal with out of hours issues should they arise. 
 
To report and record any issues surrounding safeguarding according to the NYT’s Safeguarding Policy.  
 
To encourage professional behavioral standards from course participants and all NYT Associates and 
resolve issues at the earliest opportunity, should they occur.  
 
To monitor the participants and, where possible, prevent escalation of any issues. 

To work closely with the Member Company Mangers to monitor participant welfare. 

To work closely with NYT’s psychotherapist to identify and prevent any safeguarding or welfare issues 

from occurring or escalating.   

Administration 

 
To prepare course materials to the expected standard of NYT during the contracted ‘prep week’ as 
required. 
 
To ensure an open approach to quality control and evaluation and a positive sharing environment. 
 
To effectively monitor email communication and respond in a timely manner during the courses. 

To oversee and manage floats, petty cash and course budgets. 

To liaise with NYT Head Office and core team as appropriate. 

 

General 
 

Undertake any other duties reasonably requested by the Access and Skills Manager or other senior team 
member as appropriate.  
 
Complete evaluation and feedback as required. 
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Information 
 

Location:  The role is based at NYT Offices, 101 Bayham Street Camden NW1 0AG or at the home of 

the National Youth Theatre on Holloway Road for the pre course period. During the 

course, you will be based at Goldsmiths University, New Cross.  

 

Fee:  The role is remunerated as follows: 

 During the advertised course dates: £600 per week 

 During the other required dates: £10.55 per hour for a working day of 7 hours 

 This is a freelance contract and the successful applicant will be responsible for 

their own declaration of tax and National Insurance.  

 

TOIL:  This is a freelance contract and is not eligible for overtime or time off in lieu. 

 

DBS: In keeping with our Safeguarding Policy, Employment with the National Youth Theatre is 

contingent upon the receipt of a valid Enhanced DBS Certificate, which NYT can facilitate.  

 

INTERVIEW:  3rd or 4th April, 2019. Candidates should only apply if they are able to attend these 

interview dates and should state their preferred date in their application. 

 

Person Specification 
 

Essential Experience and Characteristics:  
 
A commitment to the values of the National Youth Theatre and proven experience of how such 
values can be applied in this environment. 
 
This is a Management role for which we require at least three years’ equivalent experience in an 
education, professional development, or training role. 

 
Previous pastoral experience & responsibility working with young people in a training-led 
environment. 

 
A strong understanding of and commitment to inclusion and diversity in all its forms and its 
relevance to the workplace. 

 
A professional and personal commitment to Equality of Opportunity and an understanding of how 
this should be applied in a learning environment.  

 
An understanding and experience of the arts and creative sectors and the breadth of opportunities 
provided by the National Youth Theatre.  

 
Excellent written and oral communication skills and the ability to adapt communication styles to a 
range of different audiences and purposes.  

 
A can do attitude backed by relevant peer review or personal references. 
 
Problem solving skills and the ability to think on your feet. 

Safeguarding Training (can be provided by NYT if necessary). 
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Desirable Experience and Characteristics:  
 

 
Experience of an arts training and education programme in either an educational setting (School, 
College, University) or with an arts organisation or arts venue. 
 
Previous large scale Project Management experience  
 
A strong understanding  and knowledge of theatre and possible roles and responsibilities within the 
industry 

 
Recent disability awareness training or equivalent and commitment to continual personal growth. 
 
Experience of quality control, application of a standards framework or other equivalent 

opportunities. 

First Aid Training 

 
 
 

 

 

 

 


