
 

FREELANCE STAGE MANAGER & MENTOR JOB DESCRIPTION  

Job Title Freelance Stage Manager and Mentor

Project The Summer Sizzle

Responsible to Artistic Director

Contract	 	 Freelance (15 days over 4 weeks)  
Location The Shoestring Theatre, Oakley Road, South Norwood, SE25 4XG 

Fee	 	 	 £1500 (including national insurance and tax contributions) 
About the company  
Croydon Youth Theatre Organisation (CYTO) has been serving the young people of Croydon for over 50 
years. Located in Oakley Road, South Norwood, CYTO provides young people aged 6-19 with drama and 
technical theatre workshops and the chance to appear in productions. Our professional team teach 
theatrical skills to our members in a safe environment, encouraging personal development and boosting 
the young people’s confidence. These activities immensely enrich our members’ lives and the 
communities from which they come, offering new experiences and support networks.  


Purpose of the role 
To oversee the delivery of a double bill of two 45 minute plays for CYTO’s The Summer Sizzle Project. The 
team includes 2 directors, 2 playwrights, 2 volunteer assistant directors, 1 designer, 1 carpenter and 1 
technician. To create and facilitate a practical learning scheme for up to twenty 16-19 year olds. This 
group of young people will be divided into groups who are interested in set construction, costume, 
technical theatre, marketing and front of house. To thoroughly risk assess all activity in the project. To 
ensure all staff members and young people comply with safety regulations. 

Key dates 
25/07/22 - 10am-5pm	 | Production Team Meeting

01/08/22 - 10am-5pm	 | Production Team Meeting (Risk assessment & Group 3 plans)

08/08/22 - 9am-6pm 		 | Day 1 - Group 3 - Tour of building and Stage Management Training

09/08/22 - 9am-6pm	 	 | Day 2 - Group 3 - Set Building 

10/08/22 - 9am-6pm 		 | Day 3 - Group 3 - Marketing (Budgeting and Design)

11/08/22 - 9am-6pm 		 | Day 4 - Group 3 - Set Building

12/08/22 - 9am-6pm 		 | Day 5 - Group 3 - Costume 

13/08/22 - 9am-6pm 		 | Set build/Technical Prep (No participants) 

15/08/22 - 9am-6pm 		 | Day 6 - Group 3 - Set/Costume

16/08/22 - 9am-6pm 		 | Day 7 - Group 3 - Set deadline/Tech plan/Rigging/Costume fittings

17/08/22 - 9am-6pm 		 | Day 8 - Group 3 - Technical - Older Group Plot

18/08/22 - 9am-6pm 		 | Day 9 - Group 3 - Technical Younger Group Plot

19/08/22 - 2-9pm 	 	 | Day 10 - Group 3 - Front of house training/Get out Preparations  

20/08/22 - 2-9.30pm 		 | Day 11 - Group 3 - Show day

21/08/22 - 10-6pm 	 	 | Get Out  

Personal Specification 
- To be registered self employed

- To have experience of working in a dynamic and fast-paced production process

- To have a comprehensive knowledge of the rules, regulations and safety measures.

- To have experience working with young people aged 8-19 years. 

- To have experience in marketing design

- To have teaching/facilitation experience 

- To have or to be willing to undergo a DSB check

- To be an excellent communicator

- To be solutions driven

- To have experience creating risk assessments 

- To have experience stage managing large cast productions.  
- To have experience in marketing design

- To have experience managing budgets 
To apply 
Please send a CV and a short cover letter to andrewmcpherson@cyto.org.uk with “STAGE MANAGER 
AND MENTOR APPLICATION” in the subject line. 

This role is supported by Arts Council England funding. 
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