
GENERAL MANAGER JOB DESCRIPTION & PERSON SPECIFICATION / THE BURNT CITY

Responsible to: Senior Producer

Key relationships: Producers, Head of Production, Production Manager, Heads of Department
and Deputies, Finance Managers, Finance Associate, Directors, Creative Associates and wider
teams.

Responsible for: Associate General Manager, Producing and General Management
Coordinators as designated; Front of House Manager, Bar Manager other Heads of
Department as designated.

Contract:  Fixed-term contract, approximately one year (with opportunity for extension)

Salary: Up to £43,000 per annum, depending on experience

Deadline for applications: 12pm on Friday 31st March

How to apply: Complete the application form here including your CV and cover letter.

If you have any questions or are experiencing any difficulties with the application process,
please contact 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. In 2022, The Burnt
City opened in Woolwich, marking Punchdrunk’s first masked show in London in almost a
decade.

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).
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THE ROLE

Punchdrunk is seeking a General Manager to oversee the day to day operation of The Burnt
City. This is a rare and exciting opportunity for an individual with strong management and
leadership experience to take on a pivotal role in a world class theatrical production.

Working closely with the Producers, the General Manager provides support to all
departments, ensuring there are robust systems and processes in place. They will be a
strategic thinker with a solid track record of managing large scale projects and/or companies
in theatrical or broader arts settings at a senior level. They will be able to think critically and
creatively and demonstrate outstanding problem solving skills. A collaborative and analytical
decision maker, they will thrive at being proactive and strategic in a reactive environment;
working closely with multiple Heads of Departs and wider teams to ensure the successful
running of the show operation.

The General Manager will possess excellent interpersonal skills and will be experienced in
managing relationships with internal and external stakeholders, staff, audiences and general
public; acting as an ambassador of the Company and striving to respond to the evolving
internal and external landscapes informing the delivery of the production. At the core of their
work, the General Manager will be passionate about the transformative power of performance
for audiences and industry professionals and committed to ensuring that The Burnt City
continues to be a first rate production and an inspiring and fulfilling working environment.

JOB DESCRIPTION | RESPONSIBILITIES INCLUDE:

LEGAL, CONTRACTING & INSURANCES

● Oversee the contractual processes for The Burnt City with support from the Associate
General Manager and General Management and HR Coordinator.

● Hold overall responsibility for ensuring that contract templates and processes for
employees, staff, freelancer and performers are up to date and in keeping with
applicable legislation and theatrical custom and practice whilst also meeting the
wider business needs.

● Work closely with the Producers, Company Manager and Producing and Talent
Development Coordinator to oversee the successful management of artist contracts
and visa applications.

● Manage contracting process for other key stakeholders and contractors as required.
● Oversee the Insurance requirements for The Burnt City with support form the

Associate General Manager; working closely with external insurance brokers and
companies as necessary. Ensure that other Heads of Departments are aware of
insurance implications and obligations in the management of their departments.

● With support for the Associate General Manager, facilitate any insurance claims or
surveyor processes.

● Act as a key point of contact for external Stakeholders as directed by the Producers.
● Maintain a solid understanding of the overall Licencing conditions for The Burnt City

and work with Heads of Departments to oversee the implementation of relevant
company policies to ensure that conditions are met.

● Support producers in Relationship management with key stakeholders
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FINANCIAL

● Oversee the management and final sign-off of weekly payroll; working closely with the
Associate General Manager, Company Manager, Finance Associate and  Finance
Managers.

● Work closely with Producers and Finance Managers on the wider finances of The
Burnt City and maintain a solid understanding of the overall financial picture of the
show.

● Work with Producers  and Finance Manager to support Heads of Departments and
other key staff to ensure they are operating within budget, supporting budget
tracking and financial management and reporting as designated.

● Work with the Associate General Manager, Company Manager Finance and Payroll
managers to implement effective systems and processes for the tracking of hours and
payroll.

● Ensure appropriate and adequate training and inductions are provided to Heads of
Departments and other relevant staff members in the finance systems and processes
for the Company.

● Support the Producers on other financial and budgetary matters as required

HUMAN RESOURCES, RECRUITMENT & COMPANY POLICIES

● Oversight of the HR strategy for the company with support from the Associate General
Manager, including strategizing proactive and meaningful areas in which the
company can promote a positive and inclusive working environment.

● Oversight of Company Policies, to include overseeing a regular review process for
policies, ensuring policies comply with latest Government guidance and wider
Industry standards and are upheld across the Company. Devise and implement new
policies where necessary to meet the needs of The Burnt City and ensure best practice
across the Company.

● Responsible for the implementation of Company policies across the Company;
ensuring compliance for all employees and freelancers working on The Burnt City
realised through adequate training and communication.

● Develop and implement training, resources, systems and processes to support Heads
of Departments in the day-to-day management of their teams. Working closely with
the Associate General manager and wider General Management department to
continually streamline the effective management of the business.

● Alongside the Associate General Manager, General Management & HR Coordinator
and wider GM team; provide support and advice to Heads of Department with regards
to pastoral support and personnel issues for the staff and performing company.

● Develop and implement the training strategy for the project in collaboration with the
Producers, Head of Production and other Heads of Department.

● Strategise, schedule and conduct inductions for new members of staff.
● Oversee the recruitment processes for The Burnt City, develop strategies for attracting

high quality candidates from a broad and diverse talent pool across the industry and
Borough; ensure that employment KPIs are achieved.

● Oversee the General Management and HR Coordinator in the management of the
project’s HR software system, ensuring the systems and functioning and up to date.
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TALENT DEVELOPMENT & KPIs

● In collaboration with the Producers, oversee the KPI strategies for The Burnt City to
include, working with the Associate General Manager and Talent Development and
Producing Coordinator on the implementation of placement models, external
outreach and internal development policies and processes.

● Develop and maintain positive relationships with Local Businesses and key
stakeholders at The Royal Borough of Greenwich and Berkeley Homes to ensure the
smooth running of The Burnt City and ensure that relevant KPIs are met.

● Support the Talent Development and Producing Coordinator in the day-to-day
management and facilitation of the internal and external Talent Development
Programme in keeping with KPI objectives.

● Work with the Producers and Punchdrunk General Manager to maintain regular
communication and positive relations with local residents; ensure Punchdrunk and
The Burnt City are embedded in the cultural life of the Borough and Woolwich
community.

SHOW OPERATIONAL MANAGEMENT, HEALTH AND SAFETY

● Line Management of the Front of House Manager and other operational Heads of
Department as designated.

● Develop staffing strategies across multiple departments to meet the needs of the
operational management of the show and company; ensuring appropriate
contractual arrangements and policies are in place to meet the needs of the show
and encourage staff engagement and retention while operating within budget.

● Develop, improve and implement systems to facilitate effective communication and
collaboration between multiple departments.

● Line Manage the Producing and General Management Coordinator; delegating
responsibilities and duties as necessary to best support the Show Operations
Managers and teams.

● Have regular touch points with wider Operational Managers such as the Bar Manager,
Ticketing and Box Office Manager and Building Manager to support them in the
management of their teams and maintain understanding of the wider needs of the
Company.

● Streamline and strategically manage the wider systems and processes in place for the
day to day management of TBC Show Limited.

● Attend bi-weekly health and safety meetings
● Attend weekly Production and Operations Meetings
● In collaboration with the Audience Experience Curator, develop and maintain an

Access Policy for audiences; overseeing the Front of House team responsible for the
delivery of The Burnt City’s accessible experiences.

● Oversee work with the Producing and General Management Coordinator to
implement the Company Covid-19 policy

● Work with the Associate General Manager, Production Manager, Building Manager
and General Management & HR Coordinator to ensure that company-wide Health &
Safety policies are implemented and adhered to.

● To serve as one of the Company’s Designated Safeguarding Officers alongside The
Associate General Manager.

● Develop and maintain TBC Show Limited’s Safeguarding policy in tandem with the
wider Punchdrunk Safeguarding Policy and The Burnt City’s Licencing Agreement;

4



develop and deliver training programmes and protocols across the Company to
ensure the Policy is robustly upheld.

● Be willing to undertake a minimum of Level 3 Designated Safeguarding Officer
Training as required.

● Have a strong understanding of how Safeguarding and Health & Safety policies
intersect with wider company policies, processes and legal obligations.

● Work with the Head of Marketing and Box Office teams to provide responses to
external queries regarding The Burnt City

LINE MANAGEMENT AND PASTORAL CARE

● Provide pastoral and wellbeing support for Line Reports and promote their personal
development.

● Ensure HR records for Line Reports are regularly updated and maintained.
● Undertake any further Line Management responsibilities that are mutually agreed in

consultation with the Producers according to the needs of The Burnt City.
● Support other departmental heads and other key members of staff as designated by

the Senior Producer.
● Develop and disseminate resources, training and processes to support Heads of

Departments in the Line Management of their teams; ensuring there is a consistent
approach to the pastoral care, development and performance management of staff
across the organisation.

OTHER

● In collaboration with the Producers play an essential role in supporting the ongoing
successful operation of The Burnt City.

● Support and promote the aims and objectives of Punchdrunk and the project both
internally and externally

● Regularly take part in show watches and maintain strong knowledge of the creative
and operation of The Burnt City

● In collaboration with the Producers, support with managing key relationships who
● part of the project, including investors, local residents and other key stakeholders
● Be able to speak knowledgeably about all aspects of the project and to support the
● organisation’s principal aims and objectives.
● Communicate regularly and effectively with colleagues and Senior Management

about activities and to seek support from appropriate staff at the earliest opportunity
should problems arise

● Support the Producers and wider teams in the delivery of special events.
● To deputise for the Producers as required
● Undertake any other duties and training as may be reasonably required.

PERSON SPECIFICATION:
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ESSENTIAL EXPERIENCE, SKILLS AND ATTRIBUTES

● A minimum of five years relevant management experience in theatre or arts with a
successful track record in theatrical or live performance production.

● Practical knowledge of union agreements (Equity/UK Theatre, ITC) as well as artistic,
creative and staff contractual agreements.

● Knowledge of the theatrical sector as a whole with an understanding of theatrical
customs and best practice.

● Experience of successfully managing stakeholder relationships and working with
external partners

● Experience in managing HR systems, policies and processes and a passion for
implementing best practice into a company

● Strong understanding of company and project finance for large-scale theatrical
productions

● A diplomatic and motivated self-starter with high levels of diplomacy, professionalism
and discretion with a positive and solution-based approach.

● Ability to work independently and flexibly, with the ability to adapt to changing
circumstances

● Incredibly organised, with excellent organisational skills and attention to detail.
● Passionate about providing a high level of pastoral care to a large company, helping

implement a positive, progressive and balanced working culture into the company.
● Experience of Line Managing a department

DESIRABLE EXPERIENCE AND SKILLS

● Experience with Health and Safety and its practical application in theatre
● Experience of managing talent development and progression across a large team
● Experience working in listed buildings
● A background in Producing live arts projects at scale
● Safeguarding Training
● Experience of Line Managing multiple Heads of Departments

EMPLOYMENT TERMS

• Fixed-term contract (one year)
• Regular Monday to Friday working days, though due to the nature of this role some evening

or weekend work will be required
• 3 month probation
• Up to £43,000 per annum depending on experience
• TOIL provision
• Pension contribution, following completion of probation period
• 20 days holiday per annum + UK bank holidays
• Place of Work: Punchdrunk offices in Woolwich

NOTES TO APPLICANTS This is a guide to the nature of the work required. It is not wholly
comprehensive and may be reviewed with the post holder and the line manager from time
to time.

6



If you are called for an interview you will be required to sign 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 complete the application form here, providing 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.
If you have any questions or are experiencing any difficulties with the application process,
please contact us at workwithus@punchdrunk.com.

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.

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 an 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 31st March
First interview: Week commencing 3rd April
Contract commences: As soon as possible
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