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Position Descriptions

Preamble

The following position descriptions outline the main tasks required of each Director or Department Leader to
ensure that the Cumberland Gang Show is performed smoothly, efficiently and to the highest possible standard.

The aim of Gang Show is to produce high quality family entertainment whilst training young people in the
performing arts, in the pursuit of excellence, in self confidence and in teamwork.

In pursuit of this aim, we are following the ideals laid down by Lord Baden Powell in three ways:

firstly, in the most general way, by encouraging people to “do ther best” and by building character and self
confidence

secondly, and more specifically, by developing artistic talent and imagination

thirdly, by bringing enjoyment to an enormous number of people through our performances.
Every appointment in Cumberland Gang Show is for one year and is made by the Producer/Director annually. This
is to allow the show to grow, to give people opportunities and at the same time to ensure we have the skills we
need to deliver the various aspects of the show. Each appointment is for one year, finishing on 31st August (when
the GS year finishes).

It is only through the hard work of a great number of people that we can continue to deliver this fabulous thing we
call Cumberland Gang Show.

Koy

Dr Robert Lang
Producer/Director
Cumberland Gang Show

Last Updated: 7/04/2015
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Administration Director

Level
Directorate
Reporting to
Direct reports

Role description

(1) Management Board

Administration

Producer/Director

Catering Leader; Front of House Leader; Souvenirs Leader

The Administration Director co-ordinates all catering, promotion and marketing activities in
respect of merchandising and front of house activities.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

2

10

1

12

Ensure the smooth running of catering, front of house and souvenir departments.

Catering - The provision of Catering facilities at rehearsals, rehearsal camps and performances
(including matinee lunches and teas and finale after show party) or any other special occasions.

Catering - Annually appoint catering leader and appropriate numbers of staff for catering
department.

Catering - Monitor financial performance to department budget.

Front of House / Souvenirs - Annually appoints appropriate numbers of staff for souvenir sales,
programme sales and front of house hospitality departments.

Front of House / Souvenirs - Arrange purchase and sale of souvenirs at a suitable profit as
required by the budget.

Front of House / Souvenirs - Identify to Finance Director foyer sale for payment of commission to
theatre.

Front of House / Souvenirs - Account to Finance Director all souvenir and programme funds.

Front of House / Souvenirs - Provide to Finance Director value of stock on hand at end of
performance season.

Front of House / Souvenirs - Provide opportunity for cast and crew to purchase souvenirs at
warehouse rehearsals.

Front of House / Souvenirs - Control front of house activities including the hospitality team, VIP
arrangements and co-ordinate with theatre House Manager.

Front of House / Souvenirs - Provide assistance in the seating of patrons.

Last Updated: 07-Apr-15
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Position Description Gang Show

Administration Director

Level
Directorate
Reporting to
Direct reports

Role description

(1) Management Board

Administration

Producer/Director

Catering Leader; Front of House Leader; Souvenirs Leader

The Administration Director co-ordinates all catering, promotion and marketing activities in
respect of merchandising and front of house activities.

13

14

15

16

Front of House / Souvenirs - Assure the front of house team is suitably presented and trained.

Front of House / Souvenirs - Assure any arrangements made by Marketing Director with
sponsors are carried out.

Front of House / Souvenirs - Approve Directorate payments within budgetary constraints.

Any other task at the request of the Management Board.

Last Updated: 07-Apr-15
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Catering Leader

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Administration
Administration Director
Nil

The Catering Leader is responsible for the formation and coordination of a team to purchase,
prepare and provide Catering.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

2

Supply tea, coffee and cordial at rehearsals, rehearsal camps, and performances.

Provide catering at rehearsal camps, warehouse rehearsals, matinee lunch and teas, after show
party and other special functions.

Provide catering at rehearsal camps in accordance with Rehearsal Schedule.

Control all expenditure in department and ensure that total expenditure does not exceed the
budgeted amount.

Any other task at the request of the Management Board.

Last Updated: ~ 29-Apr-14
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Front of House Leader

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Administration
Administration Director
Nil

Appointed annually by the Administration Director and is responsible for the control of all front of
house activities, including the hospitality team, VIP arrangements and coordination with the
theatre House Manager.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

In respect of VIP’s, the Front of House Manager coordinates the reception and seating of special
guests.

The Front of House Manager cooperates with the theatre House Manager to ensure patrons are
seated before the Opening and after interval, as required by the Producer.

Reponsible to form a Gang Show hospitality team, provided to assist in the seating of patrons.
The hospitality team sees the patrons to their seats after their tickets have been checked by the
theatre ushers. The hospitality team also sells souvenir programs as organised between the
Front of House Manager and the Marketing Director. The hospitality team must be suitably
presented and trained.

In forming the hospitality team the Front of House Manager must first reply to every applicant for
the team (from Personnel) and then may advertise in the weekly Gangway or use any other
means available.

Last Updated: ~ 29-Apr-14
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Souvenirs Leader

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Administration
Administration Director
Nil

Appointed annually by the Administration Director and is responsible for the purchase and sale of
souvenirs at a suitable profit as required by the budget and the accounting of all souvenir funds
to the Finance Director, including stock taking.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

In selecting suitable souvenirs and purchasing quantities, the Souvenir Manager should
concentrate on previous good sellers, items sold by other gangs and potential high profit items.
New items should be added cautiously. The cost price and selling price of all items for sale must
be presented to the Administration Director for the approval of the Management Board.

Souvenirs may be sold at every rehearsal, rehearsal camp and warehouse rehearsal as well as
in the foyer at the theatre for the general public

In accounting for souvenir sales, the Souvenir Manager must separately identify foyer sales. Also
each item must be adequately stock taken before and after the season and numbers of
individual items sold must be correlated with income. Any souvenir program sales must be
shown separately. All accounting information must be presented to the Finance Director
immediately after each performance.

The Souvenir Manger is responsible for controlling all expenditure of the department and for
ensuring that total income and expenditure meets budgeted amounts. All receipts or accounts
must be in the hands of the Finance Director within TWO weeks after the last performance.

Last Updated: 07-Apr-15
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Finance Director & Treasurer

Level
Directorate
Reporting to
Direct reports

Role description

(1) Management Board
Finance
Producer/Director

Nil

The Finance Director controls all financial transactions of the show.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

10

Keep account of income and expenditure apportioned appropriately according to department or
function.

Compare the income and expenditure against budget figures periodically during the show period
for the benefit of the Management Board and the department leaders/managers.

Prepare monthly and annual reports for the Management Board.

Prepare annual reports for audit purposes.

Prepare annual report for appropriate scouting body and the Annual General Meeting.
Oversee the Management Boards Financial Policy.

Advise the Management Board on investment and cash flow, both current and projected.
With the Producer set the budget for the show season.

Signatory for Gang Show accounts.

Any other task at the request of the Management Board.

Last Updated: 19-Nov-13
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Marketing Director

Level
Directorate
Reporting to

Direct reports

Role description

(1) Management Board
Marketing

Producer/Director

Ticket Sales Leader; Photographer; Web/Graphics Design Leader; Sponsorships/Grants
Coordinator; External Communications Manager; Internal Communications Manager

The Marketing Director co-ordinates all promotion and marketing activities to achieve maximum
audition applicants and ticket sales (excluding Front of House and Souvenirs).

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

2

10

11

12

13

Promote the sale of tickets to cast, Scouting and Guiding and to the public.
Annually appoint team members with specific promotion and marketing targets.
Arrange printing of Application Forms and other promotional materials.

In conjunction with the Musical Director arrange the printing of the Song Book.
Organise cast prizes for ticket selling competition.

Promote the show through local and metropolitan newspaper articles, TV Advertising, Radio,
Banners, posters and displays.

Promote the show for cast and crew through Scouting and Guiding magazines, leaders
packages and any other medium approved by the Management Board.

Co-ordinate the production of the souvenir programme for sale at the theatre.

Obtain sponsorships, programme advertising or donations to meet the minimum requirements of
the budget.

Organise the taking of photographs at the rehearsals and at the theatre to form a record of the
show. Copies of these photographs may be sold to the cast or used in the souvenir programme.

Organise for one of each photograph taken to be placed in albums and presented to the
Producer at the end of the season for Gang Show archives.

Approve Directorate payments within budgetary constraints.

Any other task at the request of the Management Board.

Last Updated: 07-Apr-15
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External Communications Manager

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Marketing
Marketing Director
Nil

Appointed annually by the Marketing Director to manage all external media communications on
time and within budget constraints.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

Research and maintain a register of contacts and deadlines for newspaper and magazine
publications.

Arrange a schedule and plan content for press releases throughout the year. Liaise with the
Internal Communications Manager for message content.

Arrange creation of the annual CGS television advertisement and liaise with the television
stations for free community advertisements.

Establish contacts within the various mainstream and auxiliary television stations to explore
opportunities for exposure.

Establish arrangements for radio advertisements.
Must take care not to engage in conflicting media arrangements with competing companies.

To act in accordance with the Scouts Australia Media Policy with all media coverage to
exclusively address CGS messages and not any other scouting or guiding issues.

Responsible for controlling all expenditure in the department and ensure expenditure does not
exceed budgeted amount. All receipts or accounts must be in the hands of the Finance Director
within TWO weeks of the last performance.

Last Updated: 15-Jan-14
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Gangway Editor

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department

Marketing

Internal Communications Manager
Nil

Appointed annually by the Producer and is responsible for the production of a weekly publication.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

Collects information, types edits and prints the weekly Gangway during the rehearsal season
with the objective of conveying production notes, technical changes and cast notes for all cast
and crew.

To be an effective information channel, the Gangway is to be interesting, humorous, informative
and visually exciting to appeal to all of the gang and their families.

The Gangway is to be published weekly, from the first rehearsal to the first warehouse rehearsal.

Last Updated:
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Internal Communications Manager

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Marketing
Marketing Director
Gangway Editor

Appointed annually by the Marketing Director to manage all internal PR communications to CGS
members (excluding Gangway) and the scouting and guiding movements on time and within
budget constraints.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

2

Organise the Scout & Guide mail outs/leader packages.

Manage the email campaigns to CGS members, and the Scout and Guide movements.
Coordinate and promote the CGS Workshops to Scout and Guide groups.

Coordinate performances by select cast at special events and shopping centres.
Coordinate the visits to Scout and Guide groups and leader meetings.

Arrange a schedule and plan content for adverts/articles throughout the year in the Scout and
Guide magazines. Liaise with the External Communications Manager for message content.

Responsible for controlling all expenditure in the department and ensure expenditure does not
exceed budgeted amount. All receipts or accounts must be in the hands of the Finance Director
within TWO weeks of the last performance.

Manage the mailing list including distribution of booking and promotional information.

Provide all booking and promotional information/materials to all Gang members and
Scouting/Guiding outlets.

Last Updated: 27-Jul-14



Cumberland Gang Show EQ ‘!if‘ P

i SEATS mame

Position Description &diig Show

Photographer

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Marketing
Marketing Director
Nil

Appointed annually by the Promotions Director and is responsible for the taking of photographs
at rehearsals, rehearsal camps and at dress rehearsals at the theatre to form a record of the

show.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

Copies of photographs taken may be sold to the cast and crew. One original of every photograph
taken must be placed in an album and presented to the Producer at the end of the performance

season for Gang Show archives.

The cost of film and single copies taken at rehearsals and dress rehearsals may not exceed the
budgeted amount. All receipts or accounts must be in the hands of the Finance Director within
TWO weeks of the last performance.

Last Updated: 19-Nov-13
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Sponsorships/Grants Coordinator

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Marketing
Marketing Director
Nil

Appointed annually by the Marketing Director to coordinate all sponsorship arrangements,
donation requests and grant submissions to secure investments and maintain long term
relationships with supporters.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

Research and maintain a database of prospective and current donors detailing names of
organisations, contact details, requests, and outcomes.

Research and maintain a database of prospective and current sponsors detailing terms of the
sponsorship packages and feedback on the relationship to inform future practice.

To commence recruitment of sponsors September/November each year to help secure receipt
of funds/products prior to the rehearsal season.

Responsible for maintaining the Sponsorship Package and preparing a Sponsorship Report to
be disseminated to all sponsors at conclusion of the performance season.

It is essential that any variances to sponsorship terms be directly negotiated by the Marketing
Director and then submitted to the Management Board for approval.

Manage the relationship with sponsors including administering Board approved sponsorship
contracts, maintaining regular contact with sponsors to ensure satisfaction with arrangements
and that all Cumberland Gang Show obligations as specified in the sponsorship packages are
met in a timely fashion.

Manage the relationship with donors and ensure they receive recognition of services in a timely
fashion.

Research, write and submit grant applications.
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Ticket Sales Leader

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Marketing
Marketing Director
Nil

Appointed annually by the Marketing Director and is responsible for all ticket sales, including the
coordination of sales with the theatre and the maintenance of Gang Show VIP List.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

Assist Marketing Director to amend and proof read the booking information and booking form
artwork for printing by the Web/Graphics Team Leader.
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Web/Graphics Design Leader

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Marketing
Marketing Director
Nil

Appointed annually by the Promotions Director and is responsible for all graphic design, web and
print coordination of all Gang Show application, booking and promotional requirements
(excluding the cast/technical script), on time and within budget constraints.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

Obtain quotations to minimise costs, being aware of printing deadlines and proof reading all
output to ensure it is correct and assure the high quality expected by the Management Board.

Responsible for the format, contents, layout and production of the souvenir programme to be
sold at the theatre. This includes obtaining messages and articles as well as obtaining cast and
crew photographs to be included in the programme.

It is essential that the programme is available at the final dress rehearsal. The selling price of the
programme is recommended by the Promotions Director and approved by the Management
Board.

Manage the show's online presence including Cumberland Gang Show website and photo
gallery, facebook page/group and youtube channel.

Responsible for controlling all expenditure in the printing department and must ensure
expenditure does not exceed the budgeted amount. All receipts or accounts must be in the
hands of the Finance Director within TWO weeks of the last performance.

Last Updated: 07-Apr-15
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Musical Director

Level
Directorate
Reporting to

Direct reports

Role description

(1) Management Board
Music

Producer/Director

Orchestra Leader; Rehearsal Pianist; Orchestrations Leader; Assistant Production Director -
Singing; Assistant Musical Director & Conductor

The Musical Director is responsible for the interpretation of all music in connection with the
show and works in collaboration with the Production Director & Producer/Director.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

2

10

Annually appoint Team Leaders to positions within the Music Directorate.

Lead the singing base at cast auditions, participate in the selection of cast members and
allocation of singing parts to cast members.

When available, distribute show script, cast lists and rehearsal schedule to Music Team Leaders.

Create or source piano/vocal arrangements for rehearsals in consultation with the Assistant
Production Director - Singing. This responsibility may be delegated to or shared among the
music team.

Organise a suitable date to record the cast rehearsal CD. With the Orchestrations Leader,
ensure the CD is mastered and duplicated prior to the first rehearsal.

Seek rehearsal pianists as required by the rehearsal schedule. Prepare and distribute rehearsal
pianist roster. Arrange copying of piano music for all rehearsal pianists prior to the rehearsal
season and update as required.

Conduct cast singing rehearsals in collaboration with the Assistant Production Director - Singing.
Ensure a high standard of all musical items.

Ensure regular meetings are held with Music Team Leaders to discuss music requirements and
progress updates.

Co-ordinate all musical requirements at performances.

Last Updated:  23-Nov-16
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Musical Director

Level
Directorate
Reporting to

Direct reports

Role description

11

12

13

14

(1) Management Board
Music

Producer/Director

Orchestra Leader; Rehearsal Pianist; Orchestrations Leader; Assistant Production Director -
Singing; Assistant Musical Director & Conductor

The Musical Director is responsible for the interpretation of all music in connection with the
show and works in collaboration with the Production Director & Producer/Director.

Encourage and promote the development of the music team.

Maintain a high standard of professionalism and courtesy towards musicians and cast members,
respecting the constraints of individual ability, time and personal circumstances.

Approve Directorate payments within budgetary constraints.

Any other task at the request of the Management Board.

Last Updated:  23-Nov-16
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Assistant Musical Director & Conductor

Level
Directorate
Reporting to

Direct reports

Role description

(2) Department
Music

Musical Director

Nil

The Assistant Musical Director & Conductor is a good team player, a great motivator and
communicator, is well-organised and flexible. The Conductor should build a strong connection
with the cast members and musicians. Issues/complaints not able to be resolved with the
Musical Director should be escalated to the Production Director.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

Assist with the singing audition and selection of cast members, and the allocation of singing
parts to cast members.

Assist with the teaching of songs to cast members at rehearsals and contribute to the musical
development of the show.

In the absence of the Musical Director, the Assistant Musical Director shall assume the
responsibilities of the role and inform the Musical Director of any changes made during the
Musical Director's absence.

Assist in the writing and development of piano scores and orchestrations.

Liaise with the Orchestra Leader in respect of preparing the orchestra for rehearsals, CD
Recording, theatre dress rehearsals and performances.

Conduct the orchestra during CD recording, theatre dress rehearsals and performances using
hand gestures / signals which can be clearly understood by both cast members and musicians.

Have a fundamental knowledge of every instrument in the orchestra. During the rehearsal
process, demonstrate or describe exactly what is required of orchestra members to produce the
required sound.

Maintain a high standard of professionalism and courtesy towards musicians and cast members,
respecting the constraints of individual ability, time and personal circumstances.

Complete all necessary APRA submissions on behalf of Cumberland Gang Show to ensure all
musical items comply with APRA copyright / performance rights arrangements.

Last Updated:  23-Nov-16
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Assistant Musical Director & Conductor

Level
Directorate
Reporting to

Direct reports

Role description

10

11

12

(2) Department
Music

Musical Director

Nil

The Assistant Musical Director & Conductor is a good team player, a great motivator and
communicator, is well-organised and flexible. The Conductor should build a strong connection
with the cast members and musicians. Issues/complaints not able to be resolved with the
Musical Director should be escalated to the Production Director.

Arrange for APRA invoices to be sent to the Finance Director for payment prior to 31st August.

In consultation with the Production Team, prepare and distribute a microphone plot to interested
stakeholders prior to the commencement of cueing.

Any other task at the request of the Musical Director or Orchestra Leader.

Last Updated:  23-Nov-16
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Orchestra Leader

Level
Directorate
Reporting to

Direct reports

Role description

(2) Department
Music

Musical Director

Nil

The Orchestra Leader is responsible for all members of the Orchestra. As a motivator and
decision maker, the Orchestra Leader must also ensure that the team is working efficiently and
in unity. Issues/complaints not able to be resolved within the team should be escalated to the
Musical Director.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

As required, find and appoint suitable musicians of appropriate standard to join the Orchestra, in
consultation with the Musical Director.

Regularly communicate and liaise with members of the Orchestra in regards to rehearsals and
performances.

Assist in the writing of orchestrations and sourcing of hardcopy sheet music from the GS archives
as required.

Ensure that each member of the orchestra has all of the required music at least two weeks prior
to CD Recording weekend.

Organise and lead orchestra rehearsals in order to ensure they are sufficiently rehearsed in time
for CD Recording weekend.

Liaise with the Personnel Manager with regards to understanding of paperwork/forms required to
be completed by all team members. Provide a complete list of Orchestra members/instruments
for inclusion in the programme.

Maintain a high standard of professionalism and courtesy towards musicians and cast members,
respecting the constraints of individual ability, time and personal circumstances.

Any other task at the request of the Musical Director.

Last Updated:  23-Nov-16
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Orchestrations Leader

Level
Directorate
Reporting to

Direct reports

Role description

(3) Team
Music

Musical Director

Nil

Responsible for the managing the team of Orchestrators who write, transcribe and copy
orchestrations as required by the Musical Director. This includes the checking and possible
modification of hired scores, supplied by the Musical Director.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

Organise recording of the cast rehearsal CD - using piano scores provided by the Musical
Director as backing tracks. With Musical Director, arrange for the duplication of the cast
rehearsal CD prior to first rehearsal.

Liaise with Musical Director to look at show requirements for orchestrations and/or backing
tracks. Investigate if material already exists, if it needs to be updated or if it needs to be created.
For existing material, liaise with the Musical Director/Orchestra Leader to locate the
hardcopy/digital archives or seek files from other Gang Shows for use of same.

Annually appoint Orchestrators to assist in the production of all required scores/backing tracks.

Organise meeting with Musical Director, Asst. Musical Director and Orchestra Leader at First
Cast Rehearsal Camp to allocate tasks to Orchestrators.

Orchestrators are to arrange music for performance by the Cumberland Gang Show orchestra,
preferably using Sibelius software. Orchestrations are required as per instrumentation as
advised by the Orchestra Leader.

Ensure all orchestrations are completed and printed prior to first orchestra rehearsal. All music
should be handed to the Orchestra Leader at the first orchestra rehearsal.

Oversee creation and production of the cast recording CD in conjunction with Audio team.
With Musical Director, organise the duplication of the cast recording CD (liaise with Souvenirs

team to discuss quantity required and allowable budget and liaise with Marketing to arrange
artwork for CD face, tray card and front cover).

Last Updated: 23-Nov-16
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Orchestrations Leader

Level
Directorate
Reporting to

Direct reports

Role description

10

(3) Team
Music

Musical Director

Nil

Responsible for the managing the team of Orchestrators who write, transcribe and copy
orchestrations as required by the Musical Director. This includes the checking and possible
modification of hired scores, supplied by the Musical Director.

Maintain a high standard of professionalism and courtesy towards musicians and cast members,
respecting the constraints of individual ability, time and personal circumstances.

Any other task at the request of the Musical Director.

Last Updated:  23-Nov-16
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Chairman

Level (1) Management Board
Directorate N/A
Reporting to
Direct reports  Producer/Director; Secretary; Deputy Chairman

Role description The Chairman of the Management Board chairs the meetings, assumes the responsibilities of
the office and ensures that proceedings are conducted properly and fairly. The role of the
Chairman may be held concurrently with any other non Management Board role in Gang Show.

General Responsibilities

1 Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

2 You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

3 You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

4  You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

5 You are required to prepare annual WHS risk management plan for your area of responsibility.
Specific Responsibilities

1 In collaboration with the Technical Director and the Welfare Director prepare paperwork required
for WH&S according to Scouts Australia policies and and submit relevant documents to the
Branch Commissioner, Performing Arts, for onforwarding to the Scout safe committee for
approval.

2 Liaison with the Branch Commissioner, Performing Arts.
3 Administer the the business of the Management Board.

4 Annually negotiate contract with theatre. Liaise with the Scouts Australia, NSW Branch CEO, for
the execution of the theatre contract.

5 Signatory of the Gang Show accounts.
6 Introduce special guests to the cast at the conclusion of each performance.
7 Delegate to Region Executive Committee.

8 Any other task at the request of the Management Board.

Last Updated: 08-Feb-14
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Deputy Chairman

Level
Directorate
Reporting to
Direct reports

Role description

(1) Management Board
N/A

Chairman

Nil

The Deputy Chairman of the Management Board chairs the meetings in the absence of the
Chairman. The role of the Deputy Chairman may be held concurrently with any other
Management Board and/or non-Management Board role in Cumberland Gang Show.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

2

Signatory of the Gang Show accounts.

Any other task at the request of the Chairman and/or Management Board.

Last Updated: 08-Feb-14
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(1) Management Board
N/A

Chairman

Nil

Responsible for the distribution of agendas, recording of minutes and correspondence of the
Management Board.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

2

Keep a true and correct record of the Management meetings.

Deal with the correspondence of the Management Board in a timely fashion.
Prepare the agenda for Management Board.

Send invitations to special guests.

Any other task at the request of the Management Board.

Last Updated: 08-Feb-14
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Strategy Adviser

Level
Directorate
Reporting to
Direct reports

Role description

(1) Management Board
N/A

Producer/Director

Nil

Description to go here

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

Responsibilities to go here

Last Updated:
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Producer/Director
Level (1) Management Board
Directorate Production
Reporting to  Chairman

Direct reports

Role description

Technical Director; Welfare Director; Finance Director & Treasurer; Marketing Director;
Administration Director; Production Director; Musical Director; Strategy Adviser

The Producer is responsible for the overall direction of Gang Show, this includes the design,
rehearsal, staging and performance of the production as well as direction in the non performance
areas.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

10
11

12

Annually appoint members of the Production Team to assist in preparing the content of the
show. Invites them to take specific positions.

Specify the audition, rehearsal and performance dates and venues for approval by the
Management Board.

Finalise the show run, scripts, preamble, technical requirements and items of the show.
Prepare and distribute a rehearsal schedule to Production Team and Management Board.
Encourage the writing of new material.

Visit other Gang Shows in order to source new material.

With the Production team, audition the cast, rehearse each item according to the rehearsal
schedule and ensure that high performance standards are maintained throughout the season

Prepare the budget in conjunction with the Finance Director based on show requirements and
advice from the relevant Management Board Directors.

With the assistance of the Production Director, Musical Director, Technical Director, Marketing
Director, Finance Director & Treasurer, Administration Director and Welfare Director, manage all
performance and non performance aspects of the show are properly specified and co-ordinated.

Approve production payments within budgetary constraints.
Signatory for Gang Show accounts.

Any other task at the request of the Management Board.

Last Updated: 07-Apr-15
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Production Director

Level
Directorate
Reporting to

Direct reports

Role description

(1) Management Board
Production

Producer/Director

Production Manager; Assistant Production Director - Acting; Assistant Production Director -
Singing; Assistant Production Director - Dancing; Item Director; Creative Director; Associate
Production Director; Production Assistants

The Production Director works in collaboration with the Producer and his assistants to co-
ordinate the entire production and performance of the show. Specifically, this covers liaison
between the cast, performance department leaders and the Production Team; the
communication and follow up of technical changes; the answering of department leaders queries
(in the first instance and where possible) and the organisation of any production matters as
required by the Producer.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

Takes a lead role in creating tech sheets for new show themes and items concepts. Assist the
Associate Production Director to manage the collation process as required.

Liaise with Personnel Manager to coordinate the auditions process on behalf of the Production
Team. This includes the writing of content for the cast letters and audition website.

Ongoing liaison with Personnel Manager and Welfare Director regarding management of cast
groups in the lead up to, and during the rehearsal season.

Coordinate the planning for first rehearsal and distribute schedule to Welfare Team.

Responsible for obtaining permission from other Gang Shows or outside organisations to use
items in the show. Arranges payment of any fees for use of material, in conjunction with the
Finance Director.

The Production Director will work closely with the Technical Director in liaising with the technical
teams and ensure our performance requirements are met.

Prepare and submit weekly message in Gangway.
Keep a record of all Production Team meetings and attendances for WH&S requirements.
Act as a point of contact between Comet cast members and the Comet Welfare and Production

Teams. Coordinate any administrative and logistical requirements as required.

Last Updated: 28-Jan-14
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Production Director

Level
Directorate
Reporting to

Direct reports

Role description

(1) Management Board
Production

Producer/Director

Production Manager; Assistant Production Director - Acting; Assistant Production Director -
Singing; Assistant Production Director - Dancing; Item Director; Creative Director; Associate
Production Director; Production Assistants

The Production Director works in collaboration with the Producer and his assistants to co-
ordinate the entire production and performance of the show. Specifically, this covers liaison
between the cast, performance department leaders and the Production Team; the
communication and follow up of technical changes; the answering of department leaders queries
(in the first instance and where possible) and the organisation of any production matters as
required by the Producer.

10

11

Takes a lead role in creating cueing for items produced in the show. Assist the Associate
Production Director to manage the collation process as required.

Directly responsible to the Producer.

Last Updated: 28-Jan-14
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Assistant Production Director - Acting

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Production
Production Director
Nil

Appointed annually by the Producer and is responsible for direction of sketches and selection
and training of actors from the cast in collaboration with the Producer or his delegate.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

The above involves meeting with the Producer to discuss acting requirements, the selection of
appropriate script material for audition purposes, the allocation of cast acting roles of actors at
auditions, the running of weekly rehearsals and additional sketch rehearsals during the rehearsal
season and assist in general acting and characterisation on the rehearsal floors.

Planning and preparation of pieces for acting auditions.

Directly responsible to the Production Director.

Last Updated: 07-Apr-15
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Assistant Production Director - Dancing

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Production

Production Director

Choreographer

Appointed annually by the Producer and is responsible for the selection and training of dancers
from the cast and to create dance routines in collaboration with the Producer or his assistants.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

The above involves meeting with the Producer to discuss dance requirements, the creation of
choreographed routines for audition purposes, the allocation of dance roles and selection of
dancers at auditions, the design of dance routines for the approval of the Producer, the
running of weekly dance rehearsals during the rehearsal season and assist in general cast
routines on the rehearsal floors.

Directly responsible to the Production Director.

Last Updated: 03-Feb-14
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Assistant Production Director - Singing

Level
Directorate
Reporting to
Direct reports

Incumbent

Role description

(2) Department

Production

Musical Director; Production Director
Nil

Katherine Thompson

Appointed annually by the Producer and is responsible for singing, including training of
solos and singers from the cast, and to create singing/harmony parts in collaboration with the
producer or his delegate.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

2

Take a lead role in creating tech sheets for new show themes and items concepts.
Take a lead role in planning, producing and cueing items for the show.

Meet with the Producer, Production Director and/or Musical Director to discuss singing
requirements for the show.

Liaise with the Musical Director in regards to appropriate song material for audition purposes.
Assist with the singing auditions, selection of cast members and allocation of singing parts to
cast members.

Assist with the writing of singing parts, piano scores and musical arrangements.
Participate in the recording of the cast rehearsal CD.

Coordinate the cast singing rehearsals and solo rehearsals during the rehearsal season and
assist in general singing on the rehearsal floors.

Any other task at the request of the Production Director or Musical Director

Last Updated:  23-Nov-16



Cumberland Gang Show EQ ‘!if‘ P

A SEOUTS  ouoe

Position Description &diig Show

Associate Production Director

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Production

Production Director
Nil

The Associate Production Director works in collaboration with the Production Director and
Producer to co-ordinate the entire production and performance of the show. Specifically, this
covers liaison between the cast, performance department leaders and the Production Team; the
communication and follow up of technical changes; the answering of department leaders queries
(in the first instance and where possible) and the organisation of any production matters as
required by the Producer.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

2

Take a lead role in creating tech sheets for new show themes and items concepts.

Collate and prepare technical sheets and preamble for inclusion in the script, prior to handing
over to the Producer/Director to be finalised.

Liaise with the Wardrobe Leader and their team, and act as their first point of contact to ensure
wardrobe & cast (e.g. costume) related requirements are met and any queries are answered
promptly.

Act as a point of contact between all contractor performers and the Welfare, Production and
Technical Teams. Coordinate any administrative and logistical requirements and assist with
performance requirements as required.

Take a lead role in creating cueing for items produced in the show. Collate and prepare cueing,
prior to handing over to the Producer/Director to be finalised.

Directly responsible to the Production Director.

Last Updated: 07-Apr-15
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Creative Director

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Production
Production Director
Nil

Coordinate the Creative Writing team to generate new material, songs and sketches for possible
inclusion in the show.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

Organise a Creative Team and encourage active participation in the creative process, through a
series of regular Creative meetings.

Maintain a database of new material, ensuring all relevant metadata is recorded (title, author etc)
and proper version control is maintained.

Liaise with the Production Team to provide feedback to the Creative team.

Once material is presented to the Production Team for consideration, ensure that any changes
that need to be made are completed and finalised in conjunction with the author of the item and
producer of the tech sheet, within the communicated timeframe.

Be directly resposible to the Producer.

Last Updated: 03-Feb-14
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Item Director

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Production

Production Director
Nil

Item Directors are appointed by the Producer, from the Production Team, to run or assist in the
running of production items. They direct or assist in the direction of the cast and assign
Battleaxes and Oscars at their discretion at rehearsals. In any item for which they are solely
responsible, they may with the approval of the Producer, alter technical requirements (through
the Production Director) and speak with the Producers authority in matters relating to their
particular items.The Production Assistants are responsible for producing production notes and
cueing for each of their items and supplying copies of these to the Producer on request.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

2

Organising and running audition bases.

Assisting in the promotion of applications for cast, the production of promotional videos and
other duties as required by the Producer.

When assisting on a rehearsal floor, Item Directors are expected to have copies of production
notes and be able to run any partor all of an item without notice.

Responsible for the production of those items allocated to them by the Producer/Director. They
direct the cast and assign Oscars and Battleaxes at their discretion at rehearsals. With the
approval of the Producer, they may alter technical requirements (through the Production
Director) and speak with the Producers authority in matters relating to their particular items.

Responsible for producing production notes and cueing for each of their items and supplying
copies of these to the Producer on request

Directly responsible to the Production Director and Associate Production Directors

Last Updated: 03-Feb-14
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Production Manager

Level
Directorate
Reporting to
Direct reports

Role description

(2) Department
Production
Production Director
Nil

The Production Manager is appointed annually by the Producer and assists him in the taking of
production notes at rehearsals and performances and produces production/technical circulars as
required.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

Facilitates the running of auditions and management of audition applicant data to be entered into
the Cast Selections database.

The Production Manager collates, types, edits and prints the “Fame Sheets” at warehouse
rehearsals and performances, with the objective of conveying production notes, technical
changes, Oscars and Battleaxes and notes to all cast and crew.

Assists with planning, coordinating and scheduling of Production Team meetings.
Assists with coordination of cueing material as required.

Directly responsible to the Production Director.

Last Updated: 07-Apr-15
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Choreographer

Level
Directorate
Reporting to
Direct reports

Role description

(3) Team

Production

Assistant Production Director - Dancing
Nil

Appointed annually by the Producer in conjunction with the Production Director — Dancing, and is
responsible for the selection and training of dancers from the cast and to create dance routines
in collaboration with the Producer or his delegate.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits to your team to allow for appropriate turnover of staff and to position the team for
the future.

You are responsible for controlling all expenditure for your department, ensuring that all
expenditure is related to your team’s functions and total expenditure does not exceed the
budgeted amount in the GS Budget. All receipts or accounts for payment must be in the hands of
the Finance Director within TWO weeks of the last performance.

You are required to prepare annual WHS risk management plan for your area of responsibility.

Specific Responsibilities

1

2

Responsible for creating and planning dance routine for auditions.

The above involves meeting with the Producer and Production Director - Dancing to discuss
dance requirements, the selection of dancers at auditions, the design of dance routines for the
approval of the Producer, assist with running weekly dance rehearsals during the rehearsal
season.

Assign choreographers for dance routines.

Last Updated: 03-Feb-14
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Production Assistants

Level
Directorate
Reporting to
Direct reports

Role description

(3) Team
Production
Production Director
Nil

Production Assistants are appointed annually by the Producer. They assist the Production
Director, Assoc. Production Director and Item Directors as required.

General Responsibilities

1

5

Like all GS departments, you operate under the creative direction of the Producer/Director and
the Production Team who are responsible for every aspect of the show’s performance.

You are required (like all personnel involved in the show) to comply with all Gang Show and
relevant Scouting policies as specified by the Board.

You are required to pro-actively seek new team members and run training to attract and retain
new recruits t