“The Lyric ...it's simply a theatre that thinks for itself.”” A.A. Milne

We are the Lyric Hammersmith Theatre. We are the civic and creative heart of West London. We
believe that everyone deserves to experience the life changing impact of theatre.

In our big, beautiful theatre, we tell stories that matter and work with exceptional talent to make
ambitious, entertaining, inspiring shows for our audience in West London and beyond.

We remove barriers to engagement and ensure young people have the opportunity to discover the
power of their creativity, shaping the future of British theatre.

We are inclusive, forward looking and unafraid of change — we are proud of our history and
ambitious for our future.

A local theatre with a national impact: The Lyric - 125 years young

Work with integrity and respect
We support each other with kindness, openness and integrity. Together we celebrate our
achievements and work collaboratively through our challenges.

Every day we learn and grow
We continue to ask questions, seek answers and share our learning with each other for the benefit
of the Lyric.

Be ambitious and action-focused
We believe in excellence; we have a can do attitude, go the extra mile and ensure our ideas
become actions.

Serve our West London community
We are here for the people of West London, every decision we make and action we take should
benefit our community.



To apply for the post, please:

HOW TO APPLY

Complete an application form in type or black ink. Use the Supporting Information
section on the form to explain why you are interested in this role and how your
experience and skills match the person specification.

Return the application form and equal opportunities monitoring form by email to

jobs@lyric.co.uk.

Do not submit CVs, as these are not accepted.

The deadline for receipt of completed applications is 10am on Tuesday 12th July 2022. It is
intended that initial interviews will take place week of 25th July 2022.

If you would like to submit your application form in another format or require this information
pack in a different font or format, we would be happy to accommodate this. Please contact the
Administration & HR Team on 020 8741 6822 option 2 or jobs@lyric.co.uk to discuss a suitable

alternative.

DESCRIPTION FOR THE POST OF PR & MEDIA MANAGER

RESPONSIBLE TO:

CONTRACT:

SALARY:

HOURS:

HOLIDAY:

NOTICE PERIOD:

PROBATIONARY PERIOD:

PENSION:

OTHER BENEFITS INCLUDE:

Artistic Director and Executive Director

Full-time, permanent role

£28,000 - £30,000 (dependent on experience)

The post-holder will be expected to do some evening
and weekend work to fulfil the requirements of the

role.

The Lyric has a House Agreement that details our
approach to annualised hours for all staff.

Core office hours are 10am-6pm, Monday to Friday.
However, individual departments may introduce or
operate individual work patterns specific to their
needs.

We welcome conversations around flexible working.
22 days per annum excluding public holidays, with an
additional day added for each year of service, up to a

maximum of 27 days

Three months

Six months

3% pension contribution after qualifying period

Season ticket loans, Cycle to Work Scheme, Employee
Assistance Programme, Staff Ticket Scheme including


mailto:jobs@lyric.co.uk
mailto:jobs@lyric.co.uk
https://docs.google.com/document/d/1jzTgykcJ8kGzAhoXvGASVhhl-tynlNb1/edit?usp=sharing&ouid=111676202892571570061&rtpof=true&sd=true

complimentary and discounted theatre tickets, and staff
catering discounts

DEPARTMENT INFORMATION

The Executive Assistant works within the Executive Team comprised of:
Artistic Director (Rachel O’'Riordan)
Executive Director (Amy Belson)

MAIN PURPOSE OF POSITION

The Executive Assistant acts as assistant to: Artistic Director (Rachel O’Riordan) and
Executive Director (Amy Belson). The post holder will support the Directors at a senior
level, and undertake general administrative tasks as part of this varied role at the Lyric
Hammersmith Theatre.

KEY RESPONSIBILITIES

Assisting the Directors
Providing full and efficient support to the Directors to enable the most effective use of
their time
Diary management and planning including arranging meetings
Liaising with senior managers to support internal communication and the smooth
running of the Lyric.
Supporting the Directors’ with the management of correspondence and responding to
email and written enquiries addressed to the Directors
Meeting visitors for the Directors and providing refreshments
Preparing any necessary documentation for meetings, events and presentations for the
Directors
Arrange travel and accommodation for the Directors as necessary
Act as the first point of contact for all general enquiries for the building that cannot be
answered by box office/enquiries
Organise and support all-Board, senior management team and staff meetings and
minute-take as required
Conduct ad hoc research and gather data as required
Allocate management seat tickets on ticketing system Spektrix
Book in spaces for all internal and Directors meetings using Artifax and attending
weekly scheduling meetings
Assist the Directors on any other duties and projects as necessary

Board of Directors
Act as the main point of contact for the Board of Directors
Support the organisation and schedule the quarterly Board, sub-committee meetings
and organise additional trustee meetings as required ensuring prompt and clear
communication at all times with the Board

Consult with the Executive Director and Administration Manager, prepare the agenda and
distribute papers for Board meetings, the Finance and Resources Committee and Enterprises

Board meetings, maintaining confidentiality at all times

Contribute to Press Nights and Events
Ensure the guest list database is regularly and accurately updated via Spektrix
Send out the Press Night invitation and collate responses



Support the Producers and the Development team in the smooth running of Press
Nights and other VIP events

Handle all ticket requests for press nights including overseeing seating plans, book and
issue tickets to press and guests on the night

Finance
Record and monitor the Directors’ personal expenses and use of the company credit
card in a timely manner
Manage the Directors’ travel and entertainment budget

Staff Welfare
Working with colleagues to ensure that the office environment and staff green room is
tidy and presentable, including organising the green room rota. To purchase and
maintain kitchen supplies (milk, tea and coffee)

General
To regularly attend Lyric Hammersmith Theatre shows and other events, including
Press Nights and development events
Attend internal and external meetings as required
To act always in the best interests of the Lyric Hammersmith
To maximise income and minimise expenditure, without compromising quality or
reputation
Representing the Lyric at events, conferences and meetings as the post requires
Helping to implement the Lyric’s Equality Policy and Action Plan, Health and Safety
Policy, Environmental Sustainability and any other policies or plans the Lyric may
introduce in the future
Any other general administrative and practical tasks, as deemed appropriate by the
Directors to ensure the smooth running of the Lyric

PERSON SPECIFICATION

Essential
Previous experience as Executive Assistant supporting senior manager/s
Personable, presentable and excellent verbal and written communication skills
Highly organised and efficient, and able to demonstrate excellent time-management
Skills in diary management
Skills in drafting letters, reports and management papers,
Keen attention to detail
Proactive and flexible with a can-do approach
Maintain confidences, work with discretion initiative and tact.
Willingness to support the Directors in all aspects of their roles
Numerate and confident with budgets and basic financial administration
Excellent IT skills, competent with Microsoft Office products (Word, Excel PowerPoint)

Desirable
Genuinely passionate about the theatre and the work of the Lyric to work in the UK.
Ability to organise events efficiently and liaise with a range of internal and external
individuals and groups
Ability to contribute constructively to creative discussions and decision-making.

EQUALITY, DIVERSITY & SAFEGAURDING

The Lyric values and promotes diversity and is committed to equality and opportunity for all. We



are working actively to be an anti-racist organisation. Everyone who works with us is required
to comply with and actively promote our Equality Policy, and no job applicant or member of our
workforce will receive less favourable treatment on the grounds of age, disability, gender,
gender reassignment, marriage and civil partnerships, pregnancy and maternity, race, religious
belief, sexual orientation, class or socio- economic background, trade union activity or political
activity or opinion.

The Lyric Hammersmith Theatre has made a commitment that all applicants with disabilities who
meet the essential criteria for this job will be invited to interview. We may use positive action,
in cases where candidates are equally qualified, to increase the employment of under-
represented groups at the Lyric.

The Lyric Hammersmith Theatre is proud to be a Disability Confident Committed Employer and
an official Partner of Parents in Performing Arts (PiPA).

B2 disability
B confident

—— EMPLOYER ——

PARENTS & CARERS
IN PERFORMING ARTS

The Lyric works closely with young people, therefore all employees and workers are expected
to comply with our Safeguarding Policy as a result an enhanced or standard DBS check will be
required.

APPOINTMENTS
All appointments are made subject to satisfactory references, proof of eligibility to work in the
UK and are subject to an enhanced or standard Disclosure and Barring Service (DBS)
disclosure.

LYRIC CONTACT DETAILS

If you have any questions about this role, you can contact the Lyric’s Administration & HR Team
on 020 8741 6822 option 2 or jobs@Iyric.co.uk.

We look forward to receiving your application.
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