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Recruitment Pack: Assistant Production Manager
Dear candidate
Thank you for your interest in the position of Assistant Production Manager with Theatr Cymru. This is an exciting opportunity to join the company for a period of 12 months from November 2026.
Theatr Cymru creates ambitious theatrical work that reflects contemporary Wales and connects with audiences across the country and beyond. As well as producing high quality work for diverse platforms, we are committed to nurturing talent, developing artists, and creating opportunities for more people to participate in the arts.
Over the past few years, our work has continued to evolve, with a strong focus on accessibility, inclusion and sustainability in all aspects of our activities. We work to ensure that our processes and productions welcome a wide range of voices and experiences, taking practical steps to reduce our environmental impact and support the wellbeing of everyone who works with us. It is important that the person who joins us in this role shares these commitments and values.
This role is an exciting opportunity to join the Production Department in a key role supporting the delivery of Theatr Cymru's work. This post was created to provide additional support during the Company Production Manager's maternity leave, working closely with the Head of Production and colleagues across the company. The role will contribute to the co-ordination and delivery of productions and other activities, offering valuable experience of working on professional theatre projects on a national scale.
This is a great opportunity for someone who already has some relevant experience to further develop their professional practice, expand their knowledge of production processes and gain confidence when working on complex productions with the support of an experienced and supportive team.
If you are a theatre enthusiast, organised and proactive, and enjoy working in a collaborative and fast-paced environment, we would be delighted to accept your application.
More information about the post and Theatr Cymru can be found in this pack. If you would like to discuss any aspect of the role, or if you feel that there are any barriers preventing you from applying, please contact us. We would be happy to discuss how we can support you through the recruitment process.
Angharad Jones Leefe					Steffan Donnelly
Executive Director					Artistic Director

THE COMPANY
Creating Welsh-language theatre as a place of connection for the well-known and the unexpected, for Welshness and the world, for the big conversations and the joyful moments.
Theatr Cymru creates and delivers theatre productions that aim to entertain, excite and captivate our audiences and ignite their imaginations. We also provide development opportunities that will nurture and inspire the next generation of Welsh theatre artists and offer creative opportunities for people across Wales to experience the transformative impact of the arts.
As a national company, we aim to demonstrate leadership within the sector, nurture and develop talent, maximise partnership and collaboration opportunities, develop and increase international relations, and reach the widest possible audiences.
It has been over twenty years since the company was established in 2003 and has been based in Carmarthen since 2008. A new Artistic Director – Steffan Donnelly – was appointed in 2022, and he and Angharad Jones Leefe, the Executive Director, are joint Chief Executives.
The company has an average of 15 salaried staff, but the number varies slightly depending on fixed term contracts. Creating a positive and productive working environment is very important to us as a company, and we provide support to our staff so that they feel they can undertake their work to the best of their ability. We offer a range of flexible working options, including a flexible hours scheme, part-time working and working from home. The wellbeing of our staff is paramount to us, and so a range of internal measures have been introduced to protect staff and try to ensure a healthy work-life balance. 



The creation and staging of theatre productions is the company's main body of work and an annual programme usually consists of around 4 productions, at least two of which tour nationally. The productions vary but are usually medium or small scale. Venues we visit regularly include Sherman Theatre in Cardiff, Ffwrnes in Llanelli, Aberystwyth Arts Centre, Theatr Clwyd in Mold, Galeri Caernarfon, and Pontio in Bangor. Occasionally, the company stages site-specific productions, and in the past venues have included Caerphilly Castle, Tomen y Mur and Carmarthenshire County Museum in Abergwili. We also present work at the National Eisteddfod annually.
In the past year the company has been nominated for a Producer of the Year award from The Stage, and won a UK Theatre Excellence in Touring award for the production Parti Priodas. The production of Rhinoseros was named one of the 50 best dramas of 2023 by The Stage and Angharad Jones Leefe and Steffan Donnelly, the company's Co-CEOs, appeared on The Stage 100 list. 
As well as productions, the company has a programme of activities that includes artistic research and development projects, and participation activities, ranging from workshops to schools, to health and wellbeing projects.  
Freelancers are an all-important part of the ecology of our sector and so building and maintaining effective and supportive relationships with freelancers is vital to our success as a company.  We also work with a range of other companies and organisations to carry out our work. These include other production companies; performance venues; Mentrau Iaith; Urdd Gobaith Cymru; Literature Wales; S4C; the National Centre for Learning Welsh; the National Eisteddfod; WJEC; schools and universities; health boards and local authorities; and more. 
The company has a clear focus on increasing the inclusiveness of our activities, and this permeates all of the company's work – from ensuring an accessible experience for diverse audiences to offering work and participation opportunities that appeal to a diverse range of people, ensuring that they are promoted in transparent and open ways.



Job Details
Title: Assistant Production Manager
Salary: £31,500
Period: 12 months from the beginning of November 2026
Hours: Full time (37.5 hours per week)
Reporting to: Head of Production
Location: The company’s headquarters is in Carmarthen, but we offer a range of flexible working arrangements, including a hybrid working arrangement which involves a combination of working in the office and working from home. The exact arrangement would be discussed and agreed with the successful candidate.
Annual Leave Entitlement: 25 days + public holidays + 2 company days at Christmas
Areas of responsibility:
· Production
· Health & Safety
· Financial
· Buildings and Resources
More information about the tasks relating to the responsibilities above can be found in the full job description at the end of this document.
Languages
Welsh is the company’s internal administrating language, so the person doing this job is required to be able to communicate effectively in Welsh both verbally and in writing. Nevertheless, we recognise that this is often a matter of practice and so we would be happy to support people who have lost confidence in their Welsh by providing opportunities to attend language refresher training.




What are we looking for?
We are looking for an Assistant Production Manager to support the Head of Production to ensure that the company's productions are of a high production standard and that the Production Department supports the company's other activities. 
The successful candidate will have the following qualities or experience;
· Obvious interest in theatre
· Understanding of the technical aspects of productions
· Good awareness of current Health and Safety practices
· Experience of working with freelance creative staff, production staff and stage managers
· Professional experience in theatre production, stage management or technical management
· The ability to work effectively as part of a team and to build positive working relationships
· The ability and willingness to work unsocial hours including evenings, weekends and public holidays if necessary
· The ability and willingness to tour with the company's productions as required
· The ability to work well within time limits and to manage a number of tasks at the same time
· Excellent organising and co-ordination skills
· Ability to prioritise work and adapt to changing circumstances
· Good communication skills, both written and oral, in Welsh and English
· Good numeracy skills and experience of monitoring expenditure or budgets
· Commitment to inclusion and an understanding of inclusion and accessibility
· A current full driving licence

Ideally, the candidate will also have the following qualities, skills and experience:
· Experience of working on touring productions 
· Experience of co-ordinating or supporting production processes on theatre projects or live events 
· Qualification in Production Management, Stage Management or related field 
· Relevant qualification in Health and Safety 
· First Aid Qualification 
· Information on sustainable and environmentally responsible working practices 
· Understanding of relevant contracts and procedures in the theatre sector

Health & Safety
If you do not have Health and Safety and First Aid qualifications, the company will arrange appropriate training for you, including:
· Health and Safety – Managing Safely
· Health and Safety – Risk Assessment
· First Aid in the workplace
The company is also ready to support the professional development of staff, including further training and formal qualifications. This will be discussed with the successful candidate. 

Responsbibilties:
Production
· Work with the Head of Production and Producers to support the planning and delivery of the company's productions in a timely and effective manner. 
· Assist with the co-ordination of the technical elements and production of the company's productions, supporting the Head of Production to ensure they are fit for purpose and achieve high production standards. 
· Act as a day-to-day point of contact for some production issues, ensuring effective communication between technical, creative and administrative teams. 
· Maintain excellent communication with producers, technical staff, artists and freelancers throughout the production process. 
· Support the management of the life cycle of physical production elements, promoting sustainable practices wherever possible. 
· Prepare and update production schedules and associated documents under the guidance of the Head of Production. 
· Attend starter fits, technical rehearsals, dress rehearsals and previews as needed, recording and following up on production notes. 
· Tour with the company's productions as required, supporting the monitoring and resolution of production and operating issues as a liaison between the company and the team on site.
· Organise and record production meetings and ensure that relevant information and decisions are shared with the appropriate people. 
· Assist with gathering technical information about locations and support recce visits when needed. 
· Support logistical arrangements for the travel of productions, including transportation, accommodation and equipment transportation. 
· Ensure that information and technical documents are distributed to venues and partners in good time. 
· Develop an understanding of UK Theatre/Equity and BECTU contracts and help implement the relevant arrangements. 
· At the end of projects, support the return, storage or recycling of production elements. 
· Provide production support to the company's other activities, including participation activities and research and development projects.

Health & Safety
· Support the Head of Production to maintain a safe and healthy working environment for the company's productions and activities. 
· Helping to ensure that everyone working on productions is aware of relevant health and safety policies and procedures. 
· Assist with the preparation and updating of risk assessments and monitor the resulting actions. 
· Supporting the work of ensuring that productions comply with relevant licensing requirements and regulations. 
· Assist the Head of Production with the requirements of Construction, Design and Control Regulations (CDM) and with arranging toolbox talks where necessary. 
· Help maintain records of relevant equipment tests and checks.
Financial
· Support the Head of Production with monitoring and reconciling production budgets. 
· Process orders, invoices and production expenditure records in accordance with company procedures. 
· Monitor expenditure against budgets and report any variations to the Head of Production. 
· Help to ensure good value for money when procuring goods and services. 
· Work with the Stage Manager to oversee overtime payments to the production team and ensure expenditure is within budget.
Buildings and Resources
· Help to ensure that production elements returned to the company's warehouse are stored safely and in an orderly manner. 
· Assist the Head of Production with stock calculations and maintaining records of relevant assets.
General
· To work effectively within Theatr Cymru's operational systems and to contribute to the improvement of those systems where appropriate. 
· Maintain good working relationships with partners, co-producers and other stakeholders.
· Take advantage of opportunities to develop skills and knowledge in production management, stage management and technical work.


To apply:
· Fill in the application form 
OR
· Submit a short video of yourself, answering the questions set out on the application form.
If you have any questions about the post, need any help with applying, or would like a different format, please contact us directly by emailing angharad.leefe@theatr.com or calling 07903 842554.
Theatr Cymru uses the social model of disability, recognising that some people experience disabling barriers.  We will interview any disabled candidate who meets the criteria for the post, and we are committed to supporting any entry requirements at an interview, or thereafter if the candidate is appointed. 
All applicants must complete an Equal Opportunities Monitoring Form.
Access / Support
All information technology equipment required for the post will be provided by Theatr Cymru.
Our offices in Carmarthen are fully wheelchair accessible.
Theatr Cymru can support the post holder with an Access to Work application to ensure support based on your needs. This could include a grant to help cover the costs of practical support in the workplace or at home, support to travel to and from work, support worker services and/or mental health support. For more information, visit https://www.gov.uk/access-to-work  
Theatr Cymru is open to discussing any additional support/resources you may need during the application process, or after recruitment to the post, to enable you to do your best work. This will not affect how qualified you are for the job or the strength of your application. For an informal chat for additional support, please contact Angharad Leefe by emailing angharad.leefe@theatr.com or calling 07903 842554.
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