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Title: Capping Show Props Manager / Set Builder

Responsible to:  
Events Manager and Capping Show Producer
Functionally Responsible to:
Capping Show Directors

Scope and Purpose of Job:

· To source and or make the set as required by the Capping Show Directors, ensuring that the Capping Show achieves its goals, namely to be a comical cabaret-style show by students for, on the main, a student market. The Show shall attempt to be humorous without being offensive.

Duties and Responsibilities:
Reporting to the Events Manager and Capping Show Producer
      this position will be responsible for:

· To source the set for the Capping Show from cast, crew friends, businesses (e.g. Fortune Theatre) and others in the Dunedin Community.

· To purchase items required to build the set for the Capping Show.
· To source the appropriate props for the Capping Show.

· To work within the allocated Capping Show Budget.

· To achieve these goals as set out in schedule one (set required prior to tech rehearsals).

· To organize and build the set and maintain it during the performances.

· To return the set after the Capping Show.
· To return the appropriate props after the Capping Show.
· To store purchased Capping Show items in the appropriate place within OUSA.

Planning and Reporting:

· Attend meetings with the Events Manager and report on whether target goals are being achieved and to communicate relevant issues relating to the successful production of the capping revue.
· To write a report and hand it in to the OUSA Events Manager once the Capping Show is complete.
General:

· To aid the Events Manager and Capping Show Producers in ensuring that the Capping Show achieves its goals, namely to be a comical cabaret-style show by students for, on the main, a student market. The Show shall attempt to be humorous without being offensive. 

· The Employee is responsible for taking all practicable steps to ensure her/his own safety at work and ensuring no harm is caused to any other person in the workplace.

· The Employee is responsible for familiarisation and compliance with the OUSA/PMDL Health & Safety Policies and Procedures Manual.

Qualification: 

N/A

Skills:

· Some Carpentry skills

· Supervision skills

· Planning and development skills

· Team building skills

· Excellent communication skills
· Problem solving skills
Experience: 

· Workshop Experience

· Proven experience working in the theatre and music industry
· Some experience with volunteers and young people
Person Specifications:
· Proven ability to work with a broad range of people, especially young 

      people
· Friendly and generally outgoing
· An ability to successfully work toward strict deadlines
· Creative flair 

· Reliable 

· Self motivated and will organised

