Job Description

	Job Title: Wardrobe Assistant
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	Department: RS
	

	Service Area: TRCH
	

	Grade: TRCH B1
	

	JE number:
	

	

	1 Job Purpose 

To support the running of the Wardrobe Department, act as wardrobe maintenance or dresser for stage productions.

	

	2 Principal duties and responsibilities

	1. To follow any given dressing plot which will include delivery of laundry, costumes and accessories to allocated dressing rooms and quick change areas. Making any written changes to your dressing plot as necessary.

2. To complete any washing, ironing, steaming and basic sewing/repairs to         costumes.

3. To help create and fully equip quick change areas back stage which would include helping in the setting up and dismantling of the wardrobe department for touring shows, setting up presets in quick change areas/ dressing rooms and  to complete checks of the dressing rooms/quick change areas.

4. To help your assigned cast members with their costume changes and to clear away any discarded costumes.

5. During the show to make sure all costumes are in the correct place, recording any repairs in the designated book.

6. At the end of the show make sure all costumes are hung correctly and that your assigned dressing rooms and quick change areas are left tidy.

7. Collect all dirty laundry from dressing rooms and quick change areas and take to the wardrobe department. Assist in sorting of the laundry ready for washing.

8. Take any costumes that need repairing to the wardrobe department.

9. If required to complete all the laundry the morning following the show.

10. To assist in the Get Out if required. Which involves packing all the wardrobe equipment and costumes in the relevant trucks and dismantling the quick change areas.


	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder:

	

	

	6 Post holder’s immediate supervisor:  Wardrobe Supervisor

	

	Prepared by/author:  Dave Guy 

Date:  May 2014 

	Job title:   Technical Director


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person Specification
	Job Title:  Wardrobe Assistant  

	Department: 
	

	Service Area:
	

	Grade: TRCH B1
	

	JE number:
	


	Areas of

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Experience

Technical
	Experience of working in the wardrobe department or dressing in a comparable venue
	
	(
	
	(
	

	
	 Experience of dealing with both professional and amateur performers
	
	(

	
	(

	

	Experience
	Ability to maintain repair and clean theatrical costumes
	
	(
	
	(
	

	
	Competent in the use of sewing machines and professional cleaning and drying equipment
	
	(
	
	(

	

	Communication and Team Work
	Ability to communicate effectively at all levels.
	
	
	
	(

	

	
	Strong interpersonal skills.
	
	
	
	(

	

	Work to promote mutual respect and good relations
	To demonstrate understanding of the Customer First approach towards service delivery and a commitment to Nottingham’s City Council’s Equality and Diversity Policy.
	
	
	
	(
	

	Work Related Circumstances
	Willingness to comply with the City Council’s non-smoking policy.
	
	
	
	(
	

	
	The post holder will be subject to an enhanced Criminal Records Bureau.  
	
	
	
	(
	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence


