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CASTING ADMINISTRATOR  
 
RESPONSIBLE TO: Casting  & Production Coordinator  
 

SUPPORTED BY: Casting & Production Coordinator  and Producer 

 

WORKING HOURS: Mostly London based at The National Youth Theatre on Holloway Road.  
The role may be required to travel outside of London, within the UK, on a 
few occasions. These occasions may involve an overnight stay.  

 
  w/c 13th January: Admin prep (Monday-Friday) 

w/c 20th January: Admin prep (Monday-Friday) 
w/c 27th January: Castings (Tuesday -Sunday) 
w/c 3rd February: Castings (Tuesday -Sunday) 
w/c 10th February: Castings (Tuesday -Sunday) 
w/c 17th February: Castings (Tuesday -Sunday) 
w/c 24th February: Castings (Tuesday –Saturday) 
w/c 2nd March: Castings (Monday-Friday) 
w/c 9th March: Castings (Monday-Friday) 
w/c 16th March: Castings (Monday-Friday) 
w/c 23rd March: Castings (Monday-Friday) 
w/c 30th March: Castings (Monday-Friday) 
 
8 weeks of 5 days a week and 4 weeks of 6 days a week.  This is 12 
consecutive weeks in total. 

 
Typical working hours are 9:30-18:00 with additional hours as and when 
required to meet the needs of National Youth Theatre for the duration 
of the project.  

 

About the National Youth Theatre 
 
The National Youth Theatre of Great Britain is a world-leading youth arts organisation. Established in 
1956 as the world’s first youth theatre, we have nurtured the talent of hundreds of thousands of young 
people creating an enviable legacy over our 62 years. We inspire, nurture and showcase exceptional 
performers and theatre technicians from Great Britain and Northern Ireland, commissioning brave and 
relevant new writing and reinterpreting classic stories for our time. We are as ambitious as the young 
people we serve, platforming young talent onstage and backstage in West End theatres, in stadiums 
world-wide and at iconic sites both home and abroad. Our world-renowned alumni include Dame Helen 
Mirren, Daniel Craig, Chiwetel Ejiofor, Daniel Day-Lewis, Rosamund Pike, Orlando Bloom, Andrea 
Riseborough, David Harewood, Adeel Akhtar, Matt Smith, Zawe Ashton and many more.  
 

Our 2019 programme has included: auditions and interviews at a record 60 venues around the 
UK, more courses than ever before, productions all across the country in London, Bradford, 
Brimingham, Edinburgh Festival Fringe, Liverpool and at Latitude Festival. Our latest REP show is 
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coming up at The Criterion in the West end as well as lots of R&Ds and new plays are currently 
in commission.    
 

Main purpose of the role  
 
At the beginning of each year we hold a casting period, during which any current NYT Acting Member can 
take part in a first round casting audition, which means they will then be considered for roles in all of our 
season shows that coming year. The casting auditions take place in London and nationally. Each casting 
audition day consists of a monologue one-on-one session, group movement session and group music 
session. 
 
Having completed the first round Casting Audition, the NYT Acting Members can opt to be considered for 
The National Youth Theatre REP Company. There are three further rounds of auditions to cast the NYT 
Rep Company. A total of 1200 members audition each year.   
 
The NYT are looking to engage a competent, organised, personable Casting Administrator to support the 
Casting & Production Coordinator in the preparation, coordination and running of all the casting 
auditions taking place from January – March 2020.  
 

Key responsibilities 
 

To support the Casting & Production Coordinator with the day to day preparation and running of the 
Casting Auditions. 
 
To carry out the registration for every casting Day, making sure every auditionee is checked in and 
present.  
 
To manage and look after the auditoners each day, making sure they have what they need in order to 
run the audition (always providing a cup of tea when needed!) 
 
To run and maintain the Casting inbox, solving any general casting enquiries and communicating all 
relevant information to auditionees.   
 

To provide and prepare all appropriate paperwork for each casting day, as set out by the Casting & 
Production Coordinator. 
  
To set up the casting spaces on every casting day, making sure any necessary equipment is ready and 
available to use.  
 
To be the main point of call for casting days taking place at weekends.  
 
To report into and to follow all processes as set out by the Casting & Production Coordinator  
 

To undertake any other reasonable duties as required by the Casting & Production Coordinator or 
Production team.   
 
Welfare and Pastoral 

 
To provide considerate and compassionate pastoral care to 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. 
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To report to the Casting & Production Coordinator or Producer any issues relating to the well-being and 
performance of the audtionees, particularly those which may require pastoral or disciplinary action. 
 
To report and record any issues surrounding safeguarding according to the NYT’s Safeguarding Policy 
 

Administration 

 
To prepare all paperwork for each casting day.  
 
To print and file all casting forms and paperwork after the casting day has finished. 
 
To support the Casting & Production coordinator with all administrative needs in order to make a casting 
day happen. 
 
To manage schedules and paperwork for each round of castings and keep on top of any changes made 
throughout. 
 
To help the Casting & Production Coordinator manage the schedules of engaged auditioners working on 
each casting day.  
 
To support with organisation of travel and accommodation where required.  
 
To fill in any relevant accident and incident reports when necessary. 
 
 

General 
 

Undertake any other duties reasonably requested by the Casting &Production Coordinator/Producer or 
other senior team member as appropriate.  
 
Complete evaluation and feedback as required. 

 
DBS: In keeping with our Safeguarding Policy, engagement with the National Youth Theatre is contingent 
upon the receipt of a valid Enhanced DBS Certificate, which NYT can facilitate.  
 

Information 
 

Location:  Mostly London based at The National Youth Theatre on Holloway Road.  The role may be 

required to travel outside of London, within the UK, on a few occasions. These occasions 

may involve an overnight stay.  

 

Fee:   £100 per day worked for 8 weeks of 5 days a week and 4 weeks of 6 days a week as 

specified in the schedule above. This is a freelance contract and the successful applicant 

will be responsible for their own declaration of tax and National Insurance. 

 

Expenses: All travel and accommodation will be provided by the NYT if and when the Casting 

Administrator is required to travel outside of London and/or stay overnight at a location 

other than their regular home address. A per diem of £20 will be provided per overnight 

stay.   
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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.  

 Sufficient safeguarding training will be provided by NYT 

 

INTERVIEW:  Week commencing  16th December 

 

Person Specification 
 
At least 1 years previous  professional, relevant experience in the theatre or arts Sector. 
 
Previous experience or training  in events, production, casting or stage management .  

 
Proven strong administrative skills  

 
Proven ability to work as part of a team 
 
Excellent logistical approach to organization and administrative tasks.  
 
Previous experience coordinating large groups of people. 
 
Proven ability to carry out tasks independently as instructed and use initiative when needed.  
 
Proven ability to problem solve and think on your feet. 
 
Competent in using Microsoft Excel.  
 
An organised yet flexible approach to work. 
 
Excellent written and oral communication skills and the ability to adapt communication styles to a 
range of different audiences and purposes.  

 
A professional and personal commitment to Equality of Opportunity and an understanding of how 
this should be applied in a learning environment.  
 
A strong understanding of and commitment to diversity in all its forms. 
 
Capable of working and adapting  in a busy, multi-tasking, occasionally  stressful working 
environment., mainting a calm and friendly manner and atmosphere.  

 
 

Desirable Experience and Characteristics:  
 

Knowledge and experience of castings. 
 
Experience in using Microsoft Outlook.  
 
A can do attitude backed by relevant peer review or personal references. 
 
A person who enjoys or has experience of mentoring, teaching or working in an environment with 
young people (age 14-25). 
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An understanding and experience of the arts and creative sectors and the breadth of opportunities 
provided by the National Youth Theatre.  

 
Recent disability awareness training or equivalent and a commitment to continual personal growth. 

 
Valid First Aid Training. 
 

 

Deadline - This will form part of the advert and will not be on the job description. 
 
APPLICATION CLOSURE DATE: Tuesday 10th December   
 
APPLICATION SUBMISSION: Please send a CV and covering letter detailing your suitability for the role to 
Lauren Buckley (jobs@nyt.org.uk). Please also fill in and return the attached Equal Opportunities 
Monitoring Form.  Please specify a minimum of two practical referees of individuals that we may contact 
to confirm your suitability for this contract.  
 
 
 

 


