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Concerts Assistant 

Information for Candidates 
 

The Royal Philharmonic Orchestra is one of the world’s leading symphony orchestras with a reputation for 
excellence. We are seeking a reliable and highly motivated Concerts Assistant to join the Orchestra’s Concert 
Management Department. The ideal candidate will have a minimum of one year’s experience working within the 
arts sector and a good knowledge of orchestras and classical repertoire. This pack will provide prospective 
candidates with the necessary information in order to make an application for this position. 
 

BACKGROUND 

Founded in 1946 by Sir Thomas Beecham, the Royal Philharmonic Orchestra (RPO) has enjoyed seventy years 
of success worldwide, giving first-class performances of a wide range of musical repertoire with artists of the 
highest calibre. Under the inspired leadership of Artistic Director and Principal Conductor Charles Dutoit, the 
Orchestra has a demanding schedule of concert performances, UK and international tours, community and 
education work and recording sessions. 
 
Administratively, the Orchestra has a staff of 30 working across concerts (artistic planning and logistics), 
marketing, business development, community and education, finance and administration.  
 
For further information about the Orchestra please visit our website: www.rpo.co.uk  
 

RPO CONCERTS DEPARTMENT 

The RPO’s Concerts Department comprises thirteen other experienced members of staff; Concerts Director, 
General Manager - Royal Philharmonic Concert Orchestra, Concerts Manager, Tours Manager, Special Projects 
Manager, Tours Assistant, RPCO & Recordings Assistant, two Orchestra Managers, Librarian and a Stage & 
Transport Manager, Assistant Stage Manager and Driver This busy team has a high level of interaction with 
colleagues in all RPO departments on a daily basis and in particular with RPO musicians, promoters, venues and 
visiting artists. The Concerts Assistant reports directly to the Concerts Manager. 

 

ROLE 

Position:   Concerts Assistant 
Reports to:   Concerts Manager 
Location:   Royal Philharmonic Orchestra, 16 Clerkenwell Green, London, EC1R 0QT 
Contract:   Full-time, Permanent 
Salary:   £18,000per annum  
Working hours: 9:30am – 5:30pm Monday-Friday with an hour break for lunch plus evenings and 

week-ends on a regular basis 
Probationary Period:    Six months 
 

 

PURPOSE OF THE ROLE 

To assist the Concerts Manager (CM) and Concerts Director (CD) in all aspects of logistical planning for 
the RPO’s programme of UK concerts, engagements and associated rehearsals.  
 
 
 
 
 

http://www.rpo.co.uk/
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JOB OUTLINE 

Work closely with the Concerts Manager on the day-to-day logistical planning for all UK concerts and 
events, including: 
 

 Create and compile detailed event requirements to send to venues and external promoters, including 
technical details such as amplification, lighting, chairs, music stands, catering, backstage and access 
requirements; 
 

 Collate instrument hire requirements and coordinate piano tuning times as necessary; source additional 
technical equipment from outside providers as necessary; 

 

 Liaise with the Stage and Transport Manager to prepare stage plans, ascertain transport logistics 
including load-in times and local crew requirements; and apply for truck parking permits as required; 

 

 Organise hotel and travel for the orchestra where applicable and for engaged artists as required; 
 

 Update Arts Vision (the Orchestra’s diary database) with event information, including details of artist and 
repertoire, schedules and marketing information; 

 

 Collate security and parking lists for all concert venues as required in consultation with the CM and 
Orchestra Managers; 

 

 Prepare conductor’s schedules, orchestra memos and other mailings as required, in consultation with the 
CM; 

 

 Arrange artist flowers for RPO Own Promotion concerts and joint-promotion concerts within the London 
area; 

 
Provide administrative support to the Concerts Manager and Concerts Director in all areas of long-term 
planning 
 

 Maintain Arts Vision and all other computer records and databases and ensure that all information 
relating to the orchestra’s UK work schedule is kept up-to-date under the supervision of the CM; 
 

 Assist the CM and Librarian in gathering orchestrations and maintaining the library database where 
required; 

 

 Research and book rehearsal venues and be responsible for giving the venues all orchestral 
requirements for the date; 

 

 Make availability checks for guest artists and venues; 
 

 Liaise with artist agents regarding ancillary activity around concerts including open rehearsals and pre-
concert talks.  

 
Assist the Concerts Manager in production of the monthly booking schedule and long-term advance 
schedules 
 

 Produce the first draft of the monthly booking schedule, liaising with the CM, Tours Manager, Special 
Projects Manager and RPCO General Manager, and distribute the final schedule to the orchestra and all 
other relevant parties; 
 

 Produce schedule amendments as required. 
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Assist the Concerts Manager with financial administration for artists, venues and promoters, including: 
 

 Prepare contracts for artists in liaison with Concerts Department colleagues; 
 

 Organise Certificates of Sponsorship for artists as required and assist foreign agents with information 
relating to visas and FEU tax where necessary; 

 

 Process invoices for artists and promoters for approval by the CM and Concerts Director and keep the 
payment schedule up-to-date; 

 

 Complete PRS returns and ensure PRS for RPO Own Promotions is correctly applied; 
 
Other departmental duties as required. 
 

 Attend events on the day as required; 
  

 Assist with the correspondence of the CD and CM and answer general enquiries from the orchestra, 
agents, venues, promoters and general public as required;  
 

 Undertake such other duties as may reasonably be required by the Company.   
 

 

 

PERSON SPECIFICATION 

 
Essential 
 
The post-holder must be able to demonstrate the following: 
 

 At least one year’s administration experience working within the arts sector for an ensemble, agency, 
promoter or venue; 
 

 Excellent organisational skills with attention to detail and high level of accuracy; 
 

 Excellent communication skills and ability to converse with a wide range of stakeholders; 
 

 Ability to prioritise whilst also working across a range of demands on a daily basis;  
 

 Skilled at working with deadlines and the dissemination of information; 
 

 An ability to work well independently and as a team player; 
 

 Good IT knowledge and ability to embrace new IT systems 
 

Desirable 
 

 Experience of working with orchestras and classical musicians 
 

 Basic understanding of budgeting and finance systems; 
 

 Current and clean UK driving licence 
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TERMS  

 20 days annual leave per annum, increasing to 25 days after 2 years of employment 

 Bank holidays and entitlement to leave during the Company’s annual (Christmas) shut down. When such 
dates coincide with a working day for the Orchestra which requires the Concerts Assistant to be present, 
Time off in Lieu may be taken, by agreement with the CM 

 The post holder will be auto-enrolled in the RPO’s defined contribution pension scheme after a 3 month 
deferral period. Under existing legislation, there is an entitlement to opt out of the scheme. The RPO 
matches employee’s contributions up to a maximum of 6% of salary 

 Interest-free loan for an annual travel season ticket after the 6 month probationary period has been 
successfully completed  

 Child Care Voucher scheme 

 

APPLICATION PROCESS  

The RPO is committed to equal opportunities and diversity in its workforce and welcomes applications from all 
sections of the community. 
 
Please email your letter of application and CV to: recruitment@rpo.co.uk  
 
All applications should be addressed to Frances Axford, Concerts Manager. Please ensure that you attach your 
CV and covering letter as two separate documents, and in the email subject line enter “RPO Concerts Assistant” 
 
CVs should include:  

 Contact details, including email, and day and evening telephone/mobile numbers. 

 Details of education and qualifications, including professional qualifications where relevant. 

 Details of your employment history, including relevant roles and experience. 

 Relevant skills, achievements and training. 

 Confirmation of your notice period; names and contact details for two referees, including your existing or 
last employer. Please also state the capacity in which each referee is known to you, along with an 
indication of when in the application process you would be happy for us to contact them. Please note, that 
we will not contact your referees without your express permission. 

 
Your cover letter should summarise your interest in this post, providing evidence of your ability to match the 
criteria outlined in the Person Specification. 

 
The closing date for applications is 17.00 on Wednesday 26

th
 July 2017.  Interviews will be held on Monday 31

st
  

July 2017.  We regret that we cannot acknowledge all applications.  Only applicants required for interview will be 
notified.  
 
The details contained in a candidate’s application will, at all times, remain confidential and will be held in a secure 
place. Details provided to the Orchestra will be used to assess your suitability for the post applied for and will only 
be released to relevant personnel for that purpose. If your application results in successful recruitment to the post 
applied for, then those details will form the basis of your employee personnel file.     

mailto:recruitment@rpo.co.uk

