
JOB DESCRIPTION 

 
 

 
 
 
 

 Playing Up Course Assistant 
 

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 over 60 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.  
 
Playing Up is an OCN Level 3 accredited 10 month drama training programme, offering young people 
aged 19 - 24 who are not in Education Employment or Training the opportunity to gain an Access to 
Higher Education Diploma in Theatre Arts, which is equivalent to 2 ‘A’ Levels. 

 
Role 
 
Responsible for: Assisting on creative delivery of the course and its final production and responsibility 
for the pastoral care of students and the administration of Playing Up. 

 
The main focus is to assist in the day to day running of the accredited Playing Up course (Access to HE 
in Theatre Arts) delivered by the National Youth Theatre to NEET (Not in Education, Employment or 
Training) young people.  
 
The job of Course Assistant is a demanding one that will stretch the individual creatively, pastorally 
and administratively. 

 
Key Responsibilities  
 
Workshop assisting and learning support: 

 

 To assist creatively in the classroom and practical workshop environment, confidently 
running warm ups and creative activities within workshop activities practically as requested 
by tutors.  

 To assist on the course’s Final Production, with the ability to hold the focus of a large group 
and contribute creatively within the role of Assistant Director.  

 To assist in the co-ordination, day-to-day running and administration of a NOCN level 3   
Diploma for progression (Performing Arts) to up to 27 learners per year. 

 To welcome guest tutors and undertake teaching assistant responsibilities and assist tutors in 
the creative delivery of sessions as directed by the Playing Up Manager. 

 To generate and prepare teaching resources and be responsible for preparing the workshop 
space as directed by the tutor. 

 To support learners with their academic work, both practical and written, providing one-to-
one learning support as required. 

 Running a Homework Support Session once a week. 

 To project a high level of professionalism in all conduct and management of young people, 
leading by example. 

 To work collaboratively with volunteers and Learning Support Assistants, delegating when 
necessary.  
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 To maintain strong, clear and consistent communication across 
the programme delivery team and the whole organisation. 

 
Pastoral care: 
 

 To embrace the NYT’s policies, including its commitment to diversity and opportunity for 
young people. 

 To maintain strong, clear and consistent boundaries with young people  

 To be the first point of contact for Playing Up Participants and any support service they are in 
contact with. 

 To be pastorally responsible for the Playing Up Participants and to provide pastoral support 
and signposting to students through a tutorial system, with the assistance of our qualified 
psychologist. 

 

Course Administration  
 

 To liaise with student support and learning support services at our partner our partner 
college  

 To maintain an accurate register of learners and liaising with our partner college on tracking 
attendance data and to issue verbal and written warnings to students when required. 

 To liaise with day to day partners such as, FE providers, HEIs and visiting speakers as 
directed. 

 To processing expenditure receipts to the finance department in a timely manner. 

 Co-ordinate extra curricular opportunities for participants such as theatre trips and creative 
workshops 

 To record practical assignments for the qualification and filing them in a timely manner, to 
file submitted assignments and keep electronic records of submissions and grades 
completing required OCN paperwork.  

 To assist the Playing Up manager in the recruitment and tracking of young people  

 To contribute to internal moderation and evaluation of the Playing Up programme 

 To co-ordinate the weekly travel bursaries under the guidance of the Playing Up Manager. 

 To manage the Playing Up social media accounts.  

 

General 
 

 To regularly attend National Youth Theatre shows and projects including press nights and 
development events. 

 To develop a wide network of contacts regionally, nationally and internationally to achieve 
increased awareness of the National Youth Theatre and to maximise its business growth. 

 To represent the National Youth Theatre at events, conferences and meetings across the UK as 
appropriate. 

 Keep abreast of developments in contemporary theatre, theatre for young people and applied 
theatre concepts. 

 To nurture widening participation relationships with British drama schools and universities. 

 To liaise with drama schools and to secure through them extra-curricular workshops and 
potentially group auditions for their undergraduate programmes, to take place at NYT’s 
rehearsal rooms or at the drama schools, themselves. 

 To ensure that the National Youth Theatre’s Equal Opportunities Policy, Race Equality Action 
Plan, Disability Action Plan and Safeguarding Policies are adhered to at all times by freelance 
staff contracted. 
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 To undertake any other duties as appropriate to the post as agreed 
with the Associate Director. 

 
 
 

Person Specification   
 

Essential  Desirable 

IT literate Drama School / Applied Theatre Training or 
Graduate (BA) 

Workshop Assistant / Workshop Leading  
Experience   

Office Experience  

NYT Creative Pathways Graduate / Previous 
Course Assistant 

Directing Experience  

Self motivated and able to prioritise workload Social media / marketing experience 

Excellent communication and interpersonal 
skills  

Pastoral Care Experience / Level 1 Safeguarding 
Training 

Understanding of safeguarding  

Willingness to work flexible hours as required   

Administration / Project management 
experience  

 

Experience of managing own workload  

 

Information  
 
Salary:  
£21,500 pro rata  
 
Contract Length: 
Full Time September 2019 – July 2020  
10-6pm on admin days 
9.30-5.30pm on delivery days 
 
The role requires some flexible working as required.  
 

FURTHER INFORMATION 
 

Enhanced Disclosure from Criminal Records Bureau 
 

All potential employees of the National Youth Theatre are asked to submit to an Enhanced Disclosure 

check from the Criminal Records Bureau (CRB) in accordance with the National Youth Theatre’s 

Safeguarding Policy. The Disclosure is treated as strictly confidential and does not necessarily bar the 

employment of any potential member of staff. This will depend on the nature of the position and the 

circumstances and background of any offence.  We undertake to discuss any matter revealed in a 

Disclosure with the person concerned before withdrawing a conditional offer of employment. 

 

The NYT also requires all short-listed candidates to declare any criminal convictions that are unspent as 

defined in the Rehabilitation of Offenders Act.  The NYT also requires a declaration of spent convictions as 

allowed for and defined by the Exemption Orders associated with the legislation. 


