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Job Description 

Administrator  
 
Reports to:  Executive Director 
 
Salary: £22,000 per annum  
 
Contract: This is a full time position, offered initially as a one-year contract 
 
Hours of work: 35 hours per week, general office hours are 10am - 6pm, Monday to Friday. 

Occasional evening and weekend work will be required 
 
Holiday: 23 days per annum plus statutory holidays  
 
Pension: Employees are automatically enrolled onto Good Chance’s Workplace 

Pension (NEST) and can opt out 
 
Notice period:  2 weeks during 3 month probationary period, 8 weeks thereafter 
 
Place of work: Young Vic, 66 The Cut, London, SE1 8LZ 
 
References:   All offers of employment are subject to the receipt of satisfactory references 
 
ABOUT GOOD CHANCE THEATRE 
 
Through theatre and art, Good Chance creates new kinds of communities, empowering artists from 
across the world and connecting people, stories and cultures. Founded by British playwrights Joe 
Murphy and Joe Robertson, Good Chance established its first temporary theatre of hope, an 11m 
geodesic dome, in the heart of the refugee and migrant camp in Calais in September 
2015, promoting freedom of expression, creativity and dignity for everyone. It has since travelled to 
London’s Southbank for a nine-day festival led by refugees in July 2016, and opened its doors to 
refugees, artists and local Parisians in the French capital for eight weeks in spring 2017 in 
partnership with Collectif MU and Theatre de la Ville and for ten weeks in spring 2018 in 
collaboration with humanitarian NGO Emmaüs Solidarité. At the invitation of the Mayor of Paris, 
the Good Chance dome will return to the French capital in summer and autumn 2018.  
 
Alongside the dome theatres, the company creates groundbreaking Good Chance Productions. 
The Jungle, written by Joe Murphy and Joe Robertson, and directed by Stephen Daldry and Justin 
Martin, originally played at the Young Vic in winter 2017/18 to multiple 5 star reviews, as a co-
production with the Young Vic and National Theatre. The Jungle is now open at the Playhouse 
Theatre in London’s West End, before it moves to St Ann’s Warehouse in New York in winter 2018 
and is the winner of the South Bank Sky Arts Award for Theatre. Good Chance also works with a 
collective of artists from across the world through the Good Chance Ensemble, most recently 
supporting the creation of the album ‘Sounds of Refuge’ by John Falsetto and Mohamed Sarrar, 
recorded at Abbey Road Studios.  
 
Good Chance is an Associate Company of the Young Vic Theatre and recipient of the Evening 
Standard Editor’s Award (2016), an Empty Space Peter Brook Award (2017) and the Genesis 
Award (2018). Good Chance Trustees: Stephen Daldry (Chair), Sonia Friedman, David Lan, 
Natalia Kaliada. www.goodchance.org.uk  
 
 
Main Responsibilities 
       

http://www.goodchance.org.uk/
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Administration: 

• Be the first point of contact for all enquiries to the office; answering the telephone, general email 
and postal correspondence. 

• Ensure smooth and efficient running of the office. 

• General administrative support to the whole team including arranging meetings and maintaining 
the company calendar, ensuring information is swiftly communicated. 

• Personal assistant support to the Executive Director. 

• Oversee booking of staff travel and accommodation. 

• Oversee relevant visas and work permits. 

• Oversee creation and updating of contact sheets and project schedules. 

• Be responsible for IT trouble shooting and assist in managing IT systems and support services. 

• Maintain and manage office databases and effective filing systems. 

• Ensure effective logging of Good Chance projects into an archive, for future artistic and 
fundraising purposes.  

• Maintain the company’s storage, and ensure up-to-date inventory. 

• Organise board meetings and take and file board minutes as requested. 

• Co-ordinate interns/work experience placements. 

• Keep insurance company up to date with Good Chance’s activities and team members’ 
international travel, and negotiate adequate cover extensions for projects as required. 

• Maintain an inventory of Good Chance’s equipment and other assets. 
 
Marketing and communications:  

• Maintain website with up to date information and press links. 

• Lead on Good Chance’s social media presence, including Twitter, Facebook, Instagram and 
YouTube.  

• Maintain website mailing lists and contact database, including Squarespace and Mailchimp. 

• Manage the collection of monitoring data in line with GDPR regulations. 

• Lead on creation of a regular Good Chance e-newsletter, alongside other team members. 

• Lead on management of volunteers, including replying to and recording all volunteer 
expressions of interest and managing Good Chance UK volunteers' workloads and day-to-day 
tasks. 

• Create and collate feedback surveys. 

• Maintain press archive and create and maintain up to date press packs for Good Chance and 
for specific projects/productions. 

• Proof all marketing materials. 

• Ensure good communication throughout the organisation, including organising regular staff 
meetings. 

• Maintain a range of formal and informal contacts with others in the arts and humanitarian sector. 

• Oversee scheduling, ensuring effective communication between the different projects run by 
Good Chance.  

• Ensure communications with partner theatre, the Young Vic, as well as other associated 
theatres, including Royal Court and National Theatre, are regular and positive.  

 
Finance 

• Ensure invoices and fees are paid on time as requested, in communication with the accountants 
and Executive Director. 

• Manage office petty cash and online transactions. 

• Responsible for bookkeeping and record keeping. 

• Manage record keeping and claims for Gift Aid. 
 
Fundraising 

• Assist in writing fundraising applications. 

• Ensure all documents and records concerning fundraising/trusts and foundations are up to date. 

• Explore new avenues for fundraising and sponsorship, including trusts and foundations, crowd 
funding and cultivating corporate and private givers, alongside the Head of Development. 

• Identify opportunities to develop strong relationships with existing supporters and cultivate new 
relationships. 
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• Develop and maintain Good Chance’s network of friends, with the support of other staff, 
including processing applications, renewals and Gift Aid. 

• Create and distribute sponsorship packs. 

• Assist in organising and managing fundraising events. 
 
Theatres and productions: 

• Assist the Executive Director in producing Good Chance theatres, productions and ensemble 
projects, including overseeing budgets, schedules and all matters relating to the efficient 
management and production of a theatre, show or project. 

• Actively seek new partnerships, collaborations and projects 

• Represent Good Chance to production teams, casts, participants and visiting artists, ensuring 
their wellbeing and deputise for the Executive Director as required. 

• Attend key performances, events and projects, including all theatre openings, first previews, 
press nights, galas and last night performances. 

• Produce and distribute information packs as required.  

• Create and maintain a database of companies and creatives and develop new relationships 
with potential collaborators and visiting artists. 

• Manage house seats and comp tickets for performances. 

• Collate audience figures and box office reports. 

• Oversee booking of company travel and accommodation. 
 
HR: 

• Oversee creation and updating of all Good Chance policies and contracts and keep up to date 
with changes in relevant legislation. 

• Manage all publicity and enquires including posting jobs, collating applications where 
appropriate and organising interviews. 

• Organise the induction of all new staff. 

• Maintain holiday and sick leave logs. 

• Assist the Executive Director in developing and updating all systems and procedures relating to 
Good Chance staff. 

 
Sustainability: 

• Update and enforce sustainability policy/plan whilst researching best practice in industry and 
developing current practice. 

 
Other: 

• Promote, and act within, the Equal Opportunities Policy of Good Chance. 

• Be an active and supportive member of the Good Chance staff team. 

• Provide the highest level of audience, performer and participant care and service at all times. 

• Represent Good Chance at events and with local interest groups as appropriate. 

• Any other reasonable duties that arise to fulfil the objectives of Good Chance. 

 
 
Person Specification 
 
Essential: 
 

 At least two years’ relevant experience working in the cultural sector. 

 Excellent time management and organisational skills with the ability to work well under pressure 
and prioritise tasks effectively.  

 Highly developed verbal and written communication and interpersonal skills.  

 Ability to work as part of a small team and self-motivated to work on your own initiative as required. 

 Excellent attention to detail, methodical, with the ability to generate imaginative solutions to creative 
and operational challenges. 

 Tact, diplomacy and discretion. 

 A hardworking, enthusiastic and positive attitude. 

 Flexibility to work evenings and weekends, including both UK and overseas travel as required. 
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 A proven interest and commitment to theatre, the arts and human rights. 
 
Desirable:  

 Knowledge of Good Chance Theatre and the wider theatre sector.  

 A keen interest in developing theatre producing skills. 

 Advanced IT and digital skills including experience of working with Squarespace or similar hosting 
platforms. 

 Experience of managing social media. 

 Knowledge and understanding of the arts fundraising system, and experience of drafting funding 
applications. 

 Experience of production budgeting and financial management including invoice processing and 
bookkeeping. 

 Experience of partnership working, such as co-productions and touring. 

 Knowledge of HR including Health and Safety protocols, insurance and legal issues, and best 
practice in equal opportunities, diversity, safeguarding and GDPR policies.  

 Language skills. 

 
 
APPLICATION PROCESS 
Applications should be made by submitting a letter explaining in no more than two sides of A4 what 
attracts you to this position and evidence of your ability to meet the criteria outlined in the job 
description. Please address the letter to Naomi Webb.  
 
In addition, please include: 

• A CV, including details of your current or most recent salary and notice period. 

• A completed Equal Opportunities Monitoring form. 

• Details of two people whom we may contact for a reference. These referees should have 
knowledge of you in a working environment, either paid or unpaid, and one should be your 
current or last employer. Please indicate whether we may contact each person in advance 
of a job offer. 

• Confirmation of your eligibility to work in the UK, including details of any work permit you 
currently have. 

 
 
 
Applications should be emailed to naomi@goodchance.org.uk by 9am on Monday 23 July. 
 
Interviews are likely to be held on Thursday 26th and Friday 27th July, with second round interviews 
likely to take place on Tuesday 31st July. If you cannot be available on these dates please indicate 
this in your application. 
 
We are committed to widening access and promoting Equality and Diversity among our staff. We 
are particularly interested in hearing from people who are under-represented in the arts sector due 

to their socio-economic status, ethnic background or disability.  We are committed to interviewing 

all BAME and Disabled candidates who meet all the essential criteria. 
 
 
 
 
 
GENERAL DATA PROTECTION REGULATION 2016  
The EU General Data Protection Regulation (GDPR) is a set of laws intended to improve data 
protection for individuals in the EU. Information provided by you as part of your application will be 
used in the recruitment process. Any information you provide will be held securely, with access 
restricted to those involved in dealing with your application and in the recruitment process. Once 
this process is completed the data relating to unsuccessful applicants will be stored for a maximum 
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of 2 years and then destroyed. We have a thorough and fair recruitment policy and all recruitment 
is carried out in house, we do not use third-party recruiters or automated shortlisting.  
 
If you are the successful candidate, your application form will be retained and form the basis of 
your personnel record. Information provided by you on the equal opportunities monitoring form will 
be used to monitor Good Chance’s equal opportunities practices. This information will be securely 
stored separately to your personal details. By submitting your completed application you are giving 
your consent to your data being stored and processed for the purpose of the recruitment process, 
equal opportunities monitoring, and, if you are the successful candidate, your personnel record. 
Please email hello@goodchance.org.uk if you would like a copy of Good Chance’s Privacy Notice 
or to exercise any of your rights to access, change or request deletion of your data. 
 

mailto:hello@goodchance.org.uk
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