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WARDROBE SUPERVISOR
Place of work:

Coliseum Theatre
Pension:
The Coliseum currently offers a contributory group stakeholder pension scheme through Friends Provident for permanent members of staff on completion of their probationary period. The Coliseum will make a contribution of up to 3% of basic salary to match the employee contribution. Independent financial advice on the pension scheme will be provided by JLT Benefit Solutions Ltd. From 1st July 2014, all employees not already making pension contributions will be automatically enrolled in to a pension scheme with Now Pensions at the current statutory minimum contribution
Company Rules:
All Oldham Coliseum employees are required to comply with the current Health & safety requirements and disciplinary grievance procedures and other policies and procedures

Hours: 
39 per week 
(in-house contract is currently under review)
Holidays:
20 days per year rising to 22 after three years service and 25 after five years service. Public holidays are in addition to the above
Benefits:
Discounted healthcare, childcare vouchers, discounted gym membership, complimentary tickets, pension plus more
Salary:
£19,686 subject to a review in April 2014 
OLDHAM COLISEUM THEATRE

WARDROBE SUPERVISOR

Job Description

Responsible to:

Production Manager

Responsible for:
Deputy Wardrobe Supervisor 

Wardrobe Assistant

All freelance and casual staff working in the Department including placements/interns

Core purpose

To lead the Wardrobe Department in the efficient provision of all aspects of costume for productions. This includes making, hiring, cutting and altering costumes and the maintenance of costumes during the run of a production. The Wardrobe Supervisor, with her/his staff works closely with the Designer for each production. 
Definitions

Productions can include, though not exclusively, all the work of the Coliseum including co- productions and tours, and Learning and Engagement Department projects. 

Duties

PRODUCTION 

· To cost and budget all wardrobe/costume aspects of a production;
· To ensure all costumes and accessories are produced to a high standard in accordance with designs;
· To attend fittings with Designer/Wardrobe staff/Actors;
· To co-ordinate any freelance workers;
· To cut and make men and women’s modern & period costumes;
· To advise Designers on appropriate fabric choices in line with designs;
· To ensure that appropriate maintenance is carried out on costumes during the run of a production;
MANAGEMENT

· To line-manage staff, freelance and casual workers in the Wardrobe Department; 

· To manage an efficient and effective department, ensuring that staff are capable and motivated and have clear targets for work;

· To appraise staff at least once a year in line with the company’s Performance Management System to identify training and development needs; 
· To work with the Production Manager to facilitate on-going development within the Department;

· To advise, assist and monitor members of the department in their duties;

· To be responsible for managing the department staff time and calls for each week;

· To work to agreed deadlines and staffing levels;

· To keep within allocated budgets;

· To maintain accurate records of departmental staffing and expenditure;

· To control the department’s petty cash, credit card, and order book;

· To work with the Production Manager to co-ordinate efficient  maintenance of Wardrobe Department equipment;
· To adhere to company policies, including equal opportunities, safeguarding and disciplinary.
GENERAL

· To attend production, design, interdepartmental meetings as required;

· To maintain safe working practices and to adhere to the Theatre’s Health & Safety and other policies;

· To ensure relevant stocks are maintained within agreed budgets;

· To advise and assist in any equipment purchases for the department;

· To ensure good housekeeping in all areas of work, including the department’s store;
· To work in a spirit of co-operation with other theatres and stakeholders regarding the lending of costume from Coliseum stores;
· To advise the Production Manager, at the earliest opportunity, of any difficulty in carrying out expected duties;

PERSON SPECIFICATION

Essential skills, attributes and experience

EXPERIENCE 

Essential

· Experience of working in a professional theatre;

· Demonstrable experience of managing staff;

· Experience of working with wigs and hair pieces;

· Experience of making and altering both men’s and women’s costumes;

· Experience of leading costume fittings;

· Experience of hiring from professional hire companies;

Desirable

· Experience of working in a similar post in a Repertory Theatre;

· Experience of costuming for traditional Pantomime;

· Experience of touring, and receiving touring theatre;

· Experience of managing costume budgets for theatre production;

SKILLS

Essential

· Accurate budgeting skills;

· Operating industrial sewing machinery;

· Ability to interpret costume drawings;

· Excellent cutting skills, both period and modern;

· Persuasive copyrighting skills when dealing with press and media;

· Competent PC user including using Microsoft office;

Desirable

· Millinery;

· Construction of prop costumes;

ATTRIBUTES

Essential

· Diplomatic skills when dealing with colleagues and visiting creative teams and actors;
· A willingness to work collaboratively with other departments;
· A willingness to train in new areas;

· Ability to work to tight budgets and under pressure;

· Ability to prioritise tasks and work to multiple deadlines;

· Self-motivating; 

· An ability to promote a positive image of the Coliseum; 
· Willingness to work unsociable hours including weekends and evenings;
Other 

· A full clean driving licence would be advantageous for this post;
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