LUTG Production Team "Job Descriptions"
Director

As the Director you will be the person in charge of running the play, although it's your decision about how much responsibility you delegate to others. You are the person who chooses the play and the venue, and of course it's your "artistic vision" that decides exactly what the finished result will be. It's up to you to choose which audition pieces to use, to sort out the rights (with help from your Financial Producer), design the set alongside your stage manager any a myriad of other artistic decisions that determine what the finished play will be like. You will need to attend all rehearsals so it is a big commitment and a big job, but also very rewarding and enjoyable experience.

Producer

There is normally one producer for each show (but there can be as many assistant producers as you like!) unless the budget exceed £1000, in which case the LUTG constitution dictates that the job has to be split into two:

Financial Producer: This job basically requires you to keep track of all the money used in the production. You will be expected to produce a budget for proposals and to keep to that budget as much as possible. At the end of a show receipts for all outgoings must be collated and handed to the Treasurer within 48 hours so all the money can be claimed back. You would also be responsible for applying for sponsorship (if required) and collecting and depositing the money taken on the door. Another important responsibility is helping the director in getting the rights to a play if they're needed: no rights, no play so it's an essential part of the job.

Publicity Producer: This role is pretty much self explanatory — you're in charge of the publicity! It involves making and putting up posters (the poster code is available from the LUTG website), overseeing a trailer if needed, sending out schools letters and anything else that you wish to do in order to encourage people to watch your show. It's also your job to organise socials (although this isn't strictly the publicity producer's job — the financial producer can organise them too!).

Of course the job isn't as black and white as this — depending on how many people there are helping out the workload can vary quite a lot and it's fine for the roles to overlap one another. But it is a very important job as you're the person helping to hold the play together behind the scenes, and of course it's lots of fun!

Stage Manager

The stage manager within a production team in LUTG is responsible for every 'backstage' aspect of a production. This includes the set, the props, the costumes (inc. make up), the sound and the lighting; alongside making sure everything fits together within a budget. A production team may include certain positions individually in addition to the stage manager, nevertheless you overview them all.

The Set:

Get a design (usually from the director)

Source the materials

Put up at get-in and remove at get-out

Painting and constructing

Ensure it is all safe (Safety Officer will assist in this)

The Props:

Go through script and make a list of all named props – check it over with the rest of your team.

Source props as soon as possible and bring them to the rehearsals Ensure the return of props (if needed)

Make sure all props are safe

The Costumes:

Get all designs and make a list

Source costumes and implement them towards the end of rehearsals (this makes it cheaper if they're hired)

Keep them clean and safe and return them

Lighting/Sound:

Find out what equipment the venue you're using has (LUTG also have their own board/lights if needed)

Plan a lighting and sound plot which outlines where and when changes occur throughout the show.

 the clips onto one disk/file and bring it to rehearsals/the venue

Ensure you're not stealing music by checking a venue's PRS license, using copyright music can cost quite a lot

Technical rehearsal is run by you, it's a chance to make sure everything works, and then followed by a dress rehearsal

Overall:

It is a good idea to compile a folder to keep all the lists of each factor together. Ass stage manager you will need to attend most rehearsals (to get a gist of the show), the get-in/out and of course the show itself! It takes a lot of organisation but your production team and the Exec are there to help you all the way. Seeing a show all come together is fantastic when you have been so heavily involved.

