the gig factory

job description: back stage manager
The Australian Centre for Advanced Studies

R. MacDonald and  R. Woods

Mar 10

Team member name


Responsible to:
Music Director

Date and time of concert


This is the busiest of all the roles because as it involves organising all performers and equipment to be stage ready. 

Before you start

· Have a detailed running sheet with all stage movements listed on it.

· Talk with the stage hands about an orderly system of moving equipment on and off the stage, and make sure they know what to do.

· Talk with the sound technician about how will communicate.

· Talk with the lighting technician about how you will communicate.

· Talk with the person who will operate the curtains about cues for curtains, and make sure they know what to do.

Immediately before the dress rehearsal and the gig

· Check headsets for communicating with the sound/lighting box.

· Post concert running sheet throughout the backstage area.

· Have your own personal copy of the running sheet with notes written on about equipment requirements etc.

During the dress rehearsal

· Follow your running sheet:

· Check that it has all the information you need to get your job right at the gig .

· Check that it is easy to read.

· Add notes or changes it so that it is accurate and accounts for any late changes.

· Give cues to the person operating the curtains.

· Oversee the organisation of equipment into a sensible order so the gig runs smoothly.

· Always have at least two items silently waiting backstage during the concert

· Maintain backstage order and quiet

· Be responsible for the stage hands and orderly movement of equipment on and off the stage.

During the dress rehearsal and the gig

· Follow your running sheet.

· Give cues to the person operating the curtains.

· Oversee the organisation of equipment into a sensible order so the gig runs smoothly.

· Always have at least two items silently waiting backstage during the concert.

· Maintain backstage order and quiet.

· Be responsible for the stage hands and orderly movement of equipment on and off the stage.

After the gig

· Ensure that all equipment is put away correctly.

· Report any faults, etc. to the Music Director and/or venue manager.

Other

· Attend team meetings and make a contribution.

· Share information and ideas with others in ways that builds goodwill, trust and respect.

· Negotiate effectively to solve any problems.

· Get the job done by the deadline.

· Observe copyright and intellectual property.

· Ask for feedback on your work from other team members and make improvements in how you do your job.

Include in your portfolio:

· your detailed running sheet

· any other work completed to fulfil the list.

Hand this completed checklist to your Music Director by the time requested.

music director sign-off:

The task above was completed satisfactorily/unsatisfactorily
Signature and date



Comments


