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VICE CHAIRMAN
Roles and Responsibilities


· Talk to Gill Caton and check she is ok for front of house for show week. Ensure she has enough programme sellers and has float via Russell and someone to take on card transactions for the week.

· Ensure tablecloths, cash box and any other items are taken down to the theatre for Gill. She also needs a lift to and back from the theatre. 

· Speak to Tracey President and make sure she or someone will host Mayors party and NODA, buy drinks, reserve table in bar and sit with them during interval. Tracey talks to the mayor’s office to invite them along – lots of formal bits to do with this.

· Write thank you cards for each volunteer who works on the show. Individually written to make them personal. Buy bottles of wine for crew and claim. Thank crew after the last show verbally.

· Give Aud award to Director/MD and ensure both are included in final decision as to who gets it! Suggest it is given at last rehearsal at HQ to save problems at the theatre.

· Look after our cupboard in the girls dressing room – keeping it tidy

· Put together a photo album after each show for our archives

· Keeping the archives up to date – bulletin, programmes, reviews, and publicity folders

· Be a keyholder of the HQ and open & lock up when required.
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