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Office Administrator – ATG Productions


About us

ATG Entertainment is proud to stand at the forefront of the live entertainment industry.  

Our expertise and capabilities enable producers and other creatives to bring their visions to life and create unforgettable performances for audiences, presented in our landmark venues and delivered with exceptional hospitality. It is the passion of our teams, that cover every discipline across the live entertainment industry, that underpins our continuing strategic growth and success.  

We own, operate or programme some of the world’s most iconic venues; ATG Entertainment manages over 70 venues across Britain, the US, Spain, and Germany.  
We are the world leader in theatre ticketing; We process more than 18 million tickets every year for hit musicals, acclaimed plays, concerts, comedy shows and a variety of other live events across the UK, US, and Germany. 
We present the world’s best live entertainment in our venues; working alongside the world’s leading producers and creative artists, our venues present an extraordinarily diverse range of top-quality entertainment. 
We produce award-winning shows; our in-house production team, ATG Productions, are dedicated to producing critically acclaimed, commercially successful, and creatively ambitious work for the West End, Broadway, Continental Europe and beyond.  

People are at the heart of our success. We are passionate about bringing great live experiences to the widest possible audience; about giving the world’s best creative talent the stage it deserves; and about providing our people and partners with opportunities to realise their full potential.

Our values

In everything we do, we strive to be Ambitious, Collaborative, Passionate and Smart. 
· We are ambitious and seek to exceed people’s expectations. 
· We are collaborative and help each other to reach our goals. 
· We are passionate about our work, our business, and our industry.
· We are smart in our quest for simple, efficient, and innovative solutions.


Corporate Social Responsibility: our priorities

· Next Generations: introducing tomorrow’s audiences to the pleasures of live entertainment, recruiting, and nurturing the next generation of industry talent.
· Inclusion: improving and promoting diversity, inclusion, and well-being in the workplace.
· Sustainability: helping reduce our impact on the environment by making our business more sustainable.



A Stage for Everyone - Our Inclusion, Diversity, Equity and Access Mission Statement 

Our stages are a platform for compelling stories – stories that are for all, by all, and of all. We shine our spotlight on our differences and believe that understanding and celebrating these differences makes us better global citizens. We are passionate about the pursuit of true diversity and equality. We strive to make our venues beacons of these ideals in our communities. Onstage and off, we hold ourselves accountable for nurturing an inclusive culture, one in which everyone can bring their authentic selves. At ATG entertainment, we provide a stage for everyone.

We recognise that we do not have all the answers; but we strive to listen, to learn and to change in order to ensure ATG Entertainment becomes a truly inclusive organisation. We therefore welcome and encourage applications from individuals from the widest possible range of backgrounds and particularly welcome applications from those currently underrepresented in our workforce.

We are a Disability Confident Committed Employer, which means that we are taking action to ensure that people with disabilities and long-term health conditions feel supported, engaged, and able to fulfil their potential in the workplace. We will offer an interview or recruitment event to disabled candidates who tell us they wish to participate in the scheme and who demonstrate in their application that they best meet the essential criteria for the role. Where we receive more applications than we are reasonably able to interview for any given role, we will retain applications for the next available interview opportunity wherever possible.

If you’d like to discuss accessibility prior to applying, please email recruitment@atgentertainment.com for a confidential discussion. 


About ATG Productions 

ATG Productions is the award-winning producing and general management arm of the world’s largest live theatre company, ATG Entertainment – dedicated to producing critically acclaimed, commercially successful, and creatively ambitious work for the West End, Broadway and beyond. Led by Adam Speers and Zareen Walker, we place partnerships and creative excellence at our core.
CURRENT & UPCOMING PRODUCTIONS: the seven-time Olivier Award-winning CABARET at the Kit Kat Club (Playhouse Theatre); the Olivier Award-winning Best New Musical Sunny Afternoon (UK Tour); biggest new musical of the Edinburgh Fringe BLISS (Pleasance Courtyard), DOLLY: A True Original Musical (Broadway). 
RECENT PRODUCTIONS & CO-PRODUCTIONS: Waiting for Godot starring Keanu Reeves and Alex Winter (Broadway); ART starring Bobby Cannavale, James Corden and Neil Patrick Harris (Broadway); 50 First Dates: The Musical (West End); the official KC and the Sunshine Band musical Get Down Tonight (West End); the three-time Olivier Award-winning Best New Musical The Curious Case of Benjamin Button (West End/Southwark Playhouse); CABARET at the Kit Kat Club (Broadway); Dolly: A True Original Musical the new Dolly Parton musical (Nashville); Dear Evan Hansen (West End/UK Tour/Asia); Sunset Boulevard starring Nicole Scherzinger (West End/Broadway); A Streetcar Named Desire starring Paul Mescal (West End/New York); Barcelona starring Lily Collins and Álvaro Morte (West End); Player Kings starring Ian McKellen (West End/UK Tour); I Should Be So Lucky: The Official Stock Aitken Waterman Musical (UK Tour); Plaza Suite starring Matthew Broderick and Sarah Jessica Parker (West End/Broadway); Harry Clarke starring Billy Crudup (West End); Sunset Boulevard starring Nicole Scherzinger (West End); A Doll’s House starring Jessica Chastain (Broadway); Pretty Woman The Musical (West End/UK Tour/Zurich); Mother Goose starring Ian McKellen and John Bishop (West End/UK Tour); The Doctor (West End); Mad House (West End); the Olivier Award-winning Cyrano de Bergerac (West End/Glasgow/New York); The Seagull (West End); Fatal Attraction (UK Tour); 9 to 5 the Musical (West End/UK Tour/Australia); Ian McKellen On Stage (West End/UK Tour/Broadway) and the Olivier Award-winning Caroline, or Change (West End/Broadway).
atg-productions.com









Office Administrator Role 

Location: ATG Production’s office – Duke of York’s Theatre, St Martin’s Lane, London. 
Reporting to: The EA to the Executive Producer 
Salary: £28,000 per annum  

Contract: 
Full time (40 hours per week), predominantly working between the hours of 9:30am – 5:30pm. Additional hours / some evening work may be required.  
This is a one-year fixed term contract with the possibility of extension thereafter. 

Key responsibilities 

Office

· To be the first point of contact for all office enquiries, whether via telephone, email or in person, ensuring that all enquiries are passed on to the correct person or dealt with as appropriate.
· To be the key liaison between ATGP and the Duke of York’s Theatre (where the offices are located) to ensure the smooth running of the department and the building.
· To be responsible for monitoring and logging any maintenance issues within the office section of the building. 
· To set up the office at the start of every day – this includes but is not limited to, emptying the dishwasher, buying milk, ensuring printers and photocopier have enough paper, toners etc, setting up meeting rooms for the day ahead, opening the roof terrace. 
· To manage the meeting room diary and prepare the rooms with any refreshments needed.
· To be proficient in the use of all office equipment including the photocopier, franking, laminating and binding machines and to be responsible for the day-to-day maintenance of these machines.
· Monitor and order stationery, equipment, kitchen, and other office supplies (keeping an up-to-date inventory of all). 
· To manage any deliveries into the building.
· To deal with any IT issues for the team.
· To be responsible for the storage areas and other general office areas, keeping them tidy and well stocked.  

Departmental

· To provide Personal Assistant support to any leading creative that is retained by ATGP, including booking travel and accommodation, theatre tickets, and meetings.
· To provide general support to the Senior Producer and Head of General Management, including diary management and travel.
· To deputise for the Production Assistants as required. 
· To deputise for the Executive Assistant as required. This may include diary management and support to the Executive Producer during periods of EA annual leave.  
· Support the Executive Assistant with managing and coordinating house seat requests that come through the Producers office. 
· To book cars, taxis, and couriers, as well as making deliveries by hand.
· To book travel, accommodation, couriers, as required.
· To organise and manage gifting for key creatives and contacts of the Executive and Senior Producers, and the wider team. 
· Support staff welfare by helping to organise team events and gifting. 
· To welcome, support and manage the logistics of the arrival of new team members.
· Reconcile petty cash returns, order petty floats, and credit card reconciliations where appropriate.
· To assist with the opening nights of ATGP’s productions, or other events, as required by the production team.
· Ensure that office filing systems are kept up to date and organised.
· Provide general administration and research assistance, as required, and fulfil any other tasks as delegated by your line manager or senior member of staff.
· To carry out any other duties as necessary to ensure the smooth and organised running of ATGP’s office. 

General 

· Adhere to ATGP’s confidentiality policy. 
· To attend training courses as required to further self-development. 
· To adhere to the company's health, safety, and risk management procedures to minimise the risk of injury and accidents.

Your skills, qualities, and experience

We welcome transferable skills from other industries. If you can demonstrate many of the essential skills, qualities and experience we encourage you to apply. We can provide training where necessary. 

Previous experience working in commercial theatre is not required. This role offers an excellent opportunity for someone looking to begin their career in the industry and gain insight into the day-to-day operations of a production office.


Skills: 
· Excellent organisational skills and the ability to work well under pressure, prioritise a varied workload, and manage and meet conflicting deadlines. 
· Creative and innovative thinking in relation to problem solving with a positive and enthusiastic approach. 
· Resilience and the ability to work proactively on your own initiative and effectively as part of a team.
· A positive, flexible “can do” attitude. 
· Strong interpersonal and communication skills, both verbal and written.
· Interest in Theatre & Live Entertainment.
· Basic understanding of Microsoft packages (Word, Excel, Outlook etc.)


Everyone’s responsibility

Everyone at ATG Entertainment is expected to play their part in achieving our goals and upholding our core values, by:

· Committing to creating and upholding a positive, inclusive culture that nurtures potential and supports well-being.
· Playing your part in reducing our environmental impact and finding more sustainable ways of working.
· Encouraging the next generation in live entertainment by contributing to our outreach and training programmes, including mentoring students and trainees, and supporting our Creative Learning and Community Partnerships work.  
· Having a positive attitude to health and safety, legal and insurance requirements and take care to understand our policies and procedures. You’ll help us uphold a positive culture around meeting our obligations.
· We are all expected to participate actively in the life of the company, and opportunities will arise for you to collaborate with others across the business. Everyone at ATG Entertainment is expected to be flexible and adapt as the needs of the business change, taking on new or different responsibilities as the need arises. 
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