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Auditions and Courses Assistant 
 
RESPONSIBLE TO:  Access and Skills Manager 
 
WORKING HOURS: The post is Monday to Friday, 10:00–18:00 with additional hours as and 

when required to meet the needs of National Youth Theatre, and agreed 
with the line manager. 

 

Main purpose of position 
 
The National Youth Theatre is a world-leading multi-award-winning youth arts charity that discovers and 
nurtures Britain’s best young diverse theatrical talent. We empower young storytellers and theatre 
technicians aged 11-25 to take center take at leading venues around the world, on screen and in their lives.  
 
We’re looking for a highly organised and committed administrator to support the auditions and courses 
team at an exciting time of expansion for the charity as we extend our opportunities for young talent 
further around the UK than ever before.  Applicants should have professional administration and customer 
service experience. The Auditions and Courses Administrator will support the Access and Skills Manager 
with a wide range of projects including acting auditions, backstage interviews, intake courses, Start-Up 
courses, inclusion programmes, international courses and masterclasses to ensure a consistent high quality 
of planning and delivery. The Auditions and Courses Administrator will also be the first point of contact for 
NYT’s prospective members and customers who wish to engage in activity, providing excellent customer 
service via phone and email.  
Auditions and Courses at National Youth Theatre is an annual programme of nation-wide Acting Auditions 
and Backstage Interviews, Acting and Backstage Courses and Masterclasses, which give free and affordable 
opportunities to over 7,500 young people to take part each year. 
 
Auditions and Interviews 
We seek out the most talented and the most forgotten through our national trail of auditions and through 
targeted programmes and projects. 

 We audition 6,000 young people for our summer Acting Courses and interview 200 young people for 
places on our summer Backstage Courses 

 We audition in over 60 venues in 40 major cities and towns every year across the UK 

 We audition in more places in England than any other youth arts organisation 

 We give employment to 80 industry professionals to run our auditions and volunteering opportunities 
to 500 NYT members as ambassadors to welcome and support those who are auditioning 
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National Youth Theatre also works with partner organisations to deliver community projects in regions 
outside London; offer free access auditions supported by NYT’s Patron Hugh Bonneville in areas where 
drama provision is low; and widen participation for those with disability or other barriers to engagement. 
The Auditions and Courses Assistant will be involved in the ongoing development and delivery of this work 
as NYT expands its provision in these areas. The Auditions and Courses Assistant will also assist with the 
administration of new auditions from 2019 that are fully inclusive for young people with physical or 
learning disabilities, as part of the organisation’s commitment to inclusive practice. 
 
Courses and Masterclasses 

 We enable 840 young people to develop their performance skills on our summer acting courses or their 
backstage skills on our backstage courses in Costume, Lighting, Sound, Scenic Construction, and Stage 
Management. Our courses are led by experienced professionals and our students get to meet industry 
experts at Q&As we organise and through backstage visits to West End theatres. 

 We enable 500 young people to sharpen skills in specific disciplines on our NYT Masterclass Weeks. 
Each week focuses on a specific discipline – eg audition technique, acting for screen, digital storytelling, 
performing Shakespeare, or writing and directing  – and are led by an industry professionals. 

 We prepare younger people to take part in NYT via Start Up Saturdays, which introduce 11-14 year olds 
to NYT’s ensemble practice and encourage them to audition. 

 
 
The Auditions and Courses Assistant will also support the review of NYT Creative Leadership. This is free 
training for NYT members to build a pool of artists with a strong understanding of inclusive practice and 
ensemble theatre.  
 
Auditions and Courses at the National Youth Theatre are overseen by Associate Director Anna Niland and 
led by our Access and Skills Manager Kat Dale. 
 
Key responsibilities 
 
Auditions and Courses 
 

 Assisting with the creation of the Auditions and Courses schedule of dates and places 

 Researching and assisting with the booking of Auditions and Courses venues, ensuring spaces meet 
NYT’s accessibility requirements. We commit to never delivering NYT Auditions or Courses in spaces that 
are not fully accessible. 

 Assisting with the availability checking and scheduling of NYT Associate Artists to run Auditions and 
Courses 

 Assisting with the contracting of staff for NYTs Auditions and Courses  

 Creating all Audition and Course packs for NYT Associate Artists prior to training days, including 
schedules, contact sheets, practical information involving venues and spaces, and any materials required 
to facilitate Auditions or Courses 

 Booking travel and accommodation for NYT Associate Artists where required 

 Preparing and posting materials to all venues, including daily registers, marketing materials and practical 
resources 

 Assisting with the liaising with schools interested in hosting Auditions and Courses, managing student 
lists and ensuring students are uploaded to the online system 

 Assisting with co-ordinating additional support put in place for young people with a physical or learning 
disability, including signposting to our specific Bursary support 

 Creating a guide to using the online system for Auditions scoring, and ensuring NYT Associate Artists are 
well versed in its use 

 Assisting with the selection process for the summer Acting and Backstage Courses, including co-
ordinating requests for additional support for young people with physical or learning disabilities 
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 Assisting with the collection of fees and payments for NYT’s Courses 

 Responding to prospective member queries via phone and email 
Assisting with the collation and analysis of data and feedback from NYT’s auditions and courses 
 
Creative Leadership 
 

 Assisting the review of Creative Leadership training to ensure NYT can deliver the training package 
externally to organisations in the wider arts and youth sectors 

 Creating the online application form for NYT members to register their interest in NYT Creative 
Leadership and managing the responses 

 Scheduling Creative Leadership training days, booking venues and NYT Associate Artists to run these 

 Scheduling the NYT members into training days 

 Maintaining our records of who has completed NYT Creative Leadership training and their availability for 
volunteering and employment opportunities 

 Scheduling up to 8 Ambassadors for each Audition day, rescheduling where availability changes 

 Assisting with the collation and analysis of data and feedback from NYT Creative Leadership 
 
Other 

 Support the wider work of the NYT Staff during busy periods 

 Respond to membership correspondence via phone and email  
 

General 
 

• Attend NYT productions and projects including press nights, auditions and courses, educators events 
and members events 

• Take part in regular staff meetings and membership focus groups  
• Undertake any other duties reasonably requested by the Chief Executive & Artistic Director 
 

Information 
 
Salary:   £21,500 per annum 
 
Training:  The Assistant will participate in the NYT’s Creative Leadership training to learn about 

safeguarding and course leadership, alongside NYT members aged 18-25. 
 
There will be the opportunity to go to wider sector conferences and training days during 
the period of employment, as agreed with the Access and Skills Manager. 

 
TOIL:  The Assistant will qualify for TOIL in accordance with our staff policy, for hours worked 

outside ordinary working hours to meet the demands of the Team. 
 


