
PETTY CASH BUYER

Responsible to: Lead Buyer

Key relationships: Lead Buyer and Assistant to Head of Design

Salary: £600 - £640 per week (pro rata) depending on level of experience

Contract:  Freelance

Deadline for applications: 12pm on Monday, 2nd August 2021 by email, with the subject “Petty Cash
Buyer” to workwithus@punchdrunk.com.

____________________________________________________________________________

OUR HISTORY

Formed in the UK by Felix Barrett in 2000, Punchdrunk has pioneered a game-changing form of
immersive theatre in which roaming audiences experience epic and emotional storytelling inside
sensory theatrical worlds. Blending classical texts, physical performance, award-winning design
installation, and unexpected sites, the company’s infectious format rejects the passive obedience
usually expected of audiences. Our award-winning productions invite audiences to rediscover
the childlike excitement and anticipation of exploring the unknown and experience a real sense
of adventure. The company’s international production, Sleep No More, has celebrated 10 years
of its extended run in the USA. In December 2016, a redeveloped version of the production
opened in Shanghai and continues to run. The Third Day, a six part TV drama and theatrical
broadcast created by Dennis Kelly and Felix Barrett aired on Sky and HBO in 2020. Punchdrunk
also announced a partnership with gaming giants Niantic.

Punchdrunk’s award-winning productions include Faust (in collaboration with the National Theatre,
2006), The Masque of the Red Death (2008), Tunnel 228 (in collaboration with The Old Vic, 2009), It
Felt Like A Kiss (with Adam Curtis and Damon Albarn, Manchester International Festival, 2009),
Sleep No More (with the American Repertory Theatre, Boston, Mass., 2009), The Duchess of Malfi
(with ENO, 2010), The Crash of the Elysium (Manchester International Festival, 2011) and The
Drowned Man: A Hollywood Fable (with the National Theatre, 2013).



THE ROLE

Punchdrunk is looking for experienced petty cash prop buyers to join the design team in sourcing
and purchasing for their next project. The ideal candidates will have experience in buying and
sourcing for creative projects. They will be resourceful and dynamic with a keen eye for detail and
style.

The right candidate will be self motivated and engaged. They will be impeccable at managing petty
cash, and will be resourceful in their buying decisions, they will also be well versed in internet
sourcing. They will have an excellent eye for detail, style and period knowledge.  They will be a
positive team member who can make independent decisions yet understands the importance of
reliable communication within the team.

JOB DESCRIPTION | RESPONSIBILITIES INCLUDE:

KEY RESPONSIBILITIES
● With the Lead Production Buyer,  refine the props list and strategy
● Source in markets and shops all prop and furniture on budget, and on schedule
● Communicate progress, and problems to the Lead Production Buyer and the wider buying

team regularly
● Manage and reconcile receipts

PRODUCTION
● Day to day sourcing and buying online as well at various locations in and outside of London
● Support Lead Production Buyer in all markets / home clearances research
● Support Lead Production Buyer in all logistics for collections
● Develop and update sourcing lists in consultation with Lead Production Buyer
● Conduct internet research and buying in a timely and efficient manner

ADMINISTRATION
● Under the direction of the Lead Production buyer, devise the day to day sourcing budget
● Record and report all budget changes the Lead Production Buyer on a daily basis
● Ensure there is a sufficient float for day to day buying
● Reconcile receipts and follow any financial and administrative procedures as directed
● Collaborate with the Lead Production Buyer to research and find cost-effective solutions for

sourcing props, particularly focussing on finding clever solutions for buying cheaply in bulk

PERSON SPECIFICATION:

ESSENTIAL EXPERIENCE SKILLS AND ATTRIBUTES

● Excellent eye for colour, detail and furniture period
● Good creative autonomy
● Previous buying experience for theatre, film or TV
● Excellent internet research skills



● Excellent decision-making and ability to work under pressure
● Excellent communication and teamwork
● Ability to track budgets on a detailed level
● Good analytical skills: quality, price, delivery speed
● Fluency with Google Docs and Excel
● Resourcefulness and ability to think outside of the box
● Good negotiator in a market context
● Ability to prioritise
● A methodical, logical and thorough approach to work and an ability to use initiative as part of

a team

DESIRABLE EXPERIENCE AND SKILLS

● Experience working in non-traditional performance venues
● Experience in driving MWB vans
● Working with technical drawings
● Full UK driving license

ENGAGEMENT  TERMS

- Short-term and longer-term freelance opportunities available
- £600-£640 per 5 day week (pro rata) depending on experience
- Location: Punchdrunk offices in London as well as other locations as required
- Due to the nature of this work, hours will be mostly week days with evening or weekend work

required according to the needs of the project

NOTES TO APPLICANTS If you are called for an interview you will be required to sign a Punchdrunk
Non-Disclosure Agreement in advance of the meeting.

All applicants must be eligible to work within the UK.

HOW TO APPLY

To apply, please submit your CV and a brief statement (maximum 2 A4 sides) describing your
suitability for the position and specifically how your experience matches the person specification.

Applicants should provide contact details for two references and we will seek your permission before
making direct contact with any referees. Please note that it is likely we will seek to take up 1
reference for candidates progressing to a second interview, prior to making an offer.



Please submit your application by email, with the subject “Petty Cash Buyer” to
workwithus@punchdrunk.com by 12pm on Monday 2nd August. Shortlisted candidates will be
notified following that.

As an Equal Opportunities Employer, Punchdrunk welcomes applications from all sectors of the
community, regardless of gender, age, race, sexuality or disability and makes appointments based
solely on ability to fulfill the duties of the post. Candidates who are shortlisted for interview will be
given the opportunity to specify any access needs so that appropriate arrangements can be made.

Recruitment timeline:
• Deadline for applications: 12pm on Monday, 2nd August 2021
• First Interview:  Week of 9th August 2021
• Contract commences: W/c 25th October 2021


