Assistant Concert Manager 

Role Description and Person Specification

Purpose of the post

To assist the Concert Manager and Front of House Manager to ensure the smooth running of rehearsals and concerts within the festival.

Responsibilities

1.
Knowledge of fire exits, emergency procedures and position of First Aid representative. 

2.
Familiarity with venue and seating plans for different events.

To assist the Concert Manager and Front of House Manager with any or all of the following as they require:

3.
Lettering and numbering seats, reserving seats for disabled patrons and sponsors, and putting up posters and signs. 

4.
Assist with stage management including setting up the stage with music stands, chairs, piano etc. 

5.
Liaising with sound, lighting and piano technicians, as required. 

6.
Welcoming artists and being available during rehearsals and concerts to assist them and answer any questions.

7.
Liaising, where necessary, with the BBC.

8.
Liaising with bar and catering staff.

9.
Doing everything possible to ensure that the concert runs smoothly and to time.

Person Specification

Essential:
An interest in music
Enthusiasm and willingness to work long hours
A desire to learn about concert management
Ability to communicate effectively with artists, stewards, audience members, technicians and other Festival staff
Desirable:
Some knowledge of concert management
Knowledge of classical, jazz and world music
