
 
 

 

 

 

 

 

 

 

JOB TITLE  Assistant to the Artistic Director 

REPORTS TO  Artistic Director / General Manager 

DEPARTMENT  Theatre 

WORKS CLOSELY:  Artistic Director, Associate AD, Senior Producers, General 
Manager, New Work Producer, Team Admin 

 
BACKGROUND 
We celebrate Shakespeare’s transformative impact on the world by conducting a radical 
theatrical experiment. Inspired and informed by the unique historic playing conditions of 
two beautiful iconic theatres, our diverse programme of work harnesses the power of 
performance, cultivates intellectual curiosity and excites learning to make Shakespeare 
accessible for all. 
 
Shakespeare’s Globe Theatre Department delivers a busy production schedule with a 
repertory system running in both the Globe Theatre over Summer and the Sam 
Wanamaker Playhouse over Winter. A small in-house team manage every aspect of the 
shows from Casting to Music and produce shows, events and films all year round.  
 
PURPOSE OF JOB 
This key role will provide administrative, creative and practical support to the Artistic 
Director and the theatre department as a whole.  
 
This is an essential role in the theatre department supporting a wide range of activities, 
particularly aspects relating to the work of the Artistic Director in the co-ordination of 
projects and contacts of the Artistic Director and theatre department. This role leads on 
the Assistant Directors programme and supports the new writing work of the department.  
 
The successful candidate will be an excellent communicator with strong organisational 
skills, able to demonstrate tact and sensitivity while maintaining strong relationships with 
internal and external stakeholders. They will demonstrate a keen interest in theatre and 
thrive in a varied role which requires keeping abreast of new work, emerging talent and 
developments in the industry. 
 
PRINCIPAL RESPONSIBILITIES 
 
Artistic Support 

• Actively nurture key artistic relationships, artistic consultants, and arrange tickets 
and welcome for key associates and Creative Council members by liaising with all 
relevant departments, including Security, Ticketing and Sales Team. 

• Lead on the Assistant Directors programme on behalf of the Artistic Director - 
meeting emerging directors, compiling CVs, setting up a shortlist of people for 
interview with the Artistic Director, Associate AD, season directors and recruiting 
when necessary, always with an awareness of the Globe’s Diversity Policy. 

• Support the Artistic Director & New Work Producer by reading submitted scripts 
and providing meaningful feedback, to provide key information about potential 
commissions and creatively support the wider artistic endeavour of producing new 
work. 



• Provide assistance and project coordination, as a member of the theatre 
department team, to specific theatre related events and projects, including 
attending planning meetings, liaising with other departments, handling logistics 
and providing creative or practical support as required. 

• Maintain an awareness of industry updates, and productions, and attend 
productions to represent the AD when requested, coordinating with the Head of 
Casting. 

• Working with the Deputy General Manager to mentor the Theatre Coordinators. 

• Proactively facilitate the celebration of achievements of the Theatre department 
and work with the Theatre leadership to promote team welfare and morale.  

 
Communication  

• Act as the first point of contact for the Artistic Director, facilitating relationships 
with artistic associates, Creative Council members, freelance artists and other key 
creative voices for The Globe. 

• Oversee all communication for the Artistic Director from visitors, patrons and 
guests, screening requests for the AD’s time and proactively responding to all 
enquiries. 

• Carry out research and present the findings, including researching programming 
ideas and theatre artists. 

• Produce documents, briefing papers, reports, minutes and presentations, ensuring 
that relevant information is shared with the Theatre Department and wider 
organisation as needed. 

• Organise internal and external meetings for the AD and making access and travel 
arrangements as needed, including Creative Council meetings and those with 
artists, creatives and potential collaborators.  

• Maintain an understanding and ability to pre-empt and manage the changing 
priorities and demands of the Artistic Director when they are in rehearsals or 
performance compared to other times of the season. 

• Maintain an awareness of theatre industry developments, initiatives and 
productions, communicating relevant information to the Artistic Director and wider 
Theatre team. 

• Actively promote the wider values of the Globe by facilitating training, forums, and 
external distribution of information. 

 
Diary Management 

• Manage the Artistic Director’s diary; creating a daily round up with key information 
about meetings for each day. 

• Develop a clear understanding of projects led by and involving the AD, to ensure 
there is balance between artistic projects and organisational obligations and 
duties. 

• Work closely with the Comms team to assist on all press and media requests for 
the Theatre Work / Artistic Director.  

• Assist during meetings, presentations and ensure all pre-requisites are arranged 
such as refreshments  

• Represent the Artistic Director at external meetings when they cannot attend as 
required and feedback on relevant points. 

 
Administration 

• Manage the Artistic Director’s email inbox; planning, organising and prioritising 
emails, redirecting and taking action as appropriate drafting suitable responses on 
their behalf within agreed parameters. 

• Maintain a detailed and accurate contact database of all the Artistic Director’s 
contacts and support the Globe’s data protection policy by ensuring all personal 
details are stored securely and only shared appropriately.  

• Attend external meetings with the AD when requested to ensure clear notes can 
be fed back to relevant parties. 

• To build close relationships with Central Administration to ensure strong 
communication between departments. 

• To undertake any other duties which may reasonably be required.  
 
 



PERSON SPECIFICATION 

• A minimum of one years’ administrative and ideally assisting experience  

• Experience of working in a busy office environment  

• Strong administrative and organisation skills, with a high-level of computer literacy 
and experience of the Microsoft Office package and email systems. 

• Strong communicator, with an approachable manner when dealing with a wide range 
of staff and artists at all levels  

• Flexible, collaborative and adaptable approach  

• Calm under pressure, with a professional manner   

• Excellent attention to detail  

• Experience of minute taking and accurate recording of meetings  

• Diary management skills and understanding of appointment booking using computer 
systems, minute taking and accurate recording of meetings. 

• Ability to respect confidentiality with diplomacy and sensitivity  

• Excellent time-management with a proven ability to prioritise and meet deadlines 
while managing a busy workload  

• A positive attitude with a high-level of self-motivation and ability to work on own 
initiative   

• A commitment to diversity and inclusion 

• A passion for theatre and the arts 
Embodies these essential Globe ways of working: 

• Committed to the principles of equality, diversity and anti-racism and able to 
implement these within all areas of work. 

• Supportiveness to others. 

• Thoughtfulness, reflecting, and problem solving. 

• Influencing and communicating with others. 
 
The post holder must at all times carry out their responsibilities with due regard to 
Shakespeare’s Globe’s Policies and Procedures. 
 
 
RECRUITMENT INFORMATION AND TERMS AND CONDITIONS 
Permanent, Full-Time (Happy to talk flexible working) 
[A full set of terms and conditions will be supplied with a contract of employment] 
 
Hours: 35 per week exclusive of meal breaks, Additional hours at evenings and 

weekends may be required for which time in lieu may be granted. There 
are no extra payments for additional hours worked.   

                           
Salary:  £25,500 per annum 
 
Holiday: The annual holiday leave is 25 days per calendar year plus  

Bank Holidays.  
  
Benefits: Discount in the Globe shop and onsite restaurants/cafes; free entry to 

selected shows, events and activities, access to our free employee 
assistance programme via phone line and website; family friendly policies 
including enhanced maternity and shared parental leave pay; season 
ticket loans available; eye test scheme; flu vaccination scheme; cycle to 
work scheme; Littlebird exclusive discount; enhanced employer pension 
contributions after 12 months service. 

 
This job description is not a contract but is provided for an employee’s guidance on 
the way in which the duties of the post are to be carried out. The content of the job 
description may change from time to time and the employee will be consulted over 
any substantial changes.  
 
As a term of employment, you may be required to perform work not specifically 
mentioned above commensurate with the scope of your role within Shakespeare 
Globe Trust. 

 
 


