
Freelance Tour Coordinator & Stage Manager


Contract: Freelance

Location: Rehearsals London w/c 19 October

Touring Staffordshire w/c 26 October

Fee: £700 per week for full weeks

Additional 5 days at a day rate of £220 per day for planning, co-ordination and wrap up

Plus Travel, Accommodation and Per Diem allowances. 

About the Project
We are seeking an experienced and organised Freelance Tour Coordinator & Stage Manager to support 
the delivery of a touring small performance and workshop programme in libraries across Staffordshire.

The project will be delivered by a company of two performers and one musician, accompanied by a 
selection of props and workshop materials. The successful candidate will play a key role in ensuring the 
smooth planning, coordination and delivery of the tour, supporting both the creative team and the 
performers from preparation through to completion.

The role combines practical production support, tour logistics and company management, helping to 
ensure that each session is delivered safely, efficiently and to a high standard.

We're looking for a highly organised and proactive individual who enjoys making projects run smoothly. 
You'll be confident coordinating people, schedules and logistics across multiple locations, while 
providing practical support to artists and partners.

Main Responsibilities
Pre-production
• Support planning and coordination of the tour schedule with project staff and library partners.
• Liaise with venues regarding access, timings, parking, unloading and operational requirements.
• Develop and maintain tour schedules, contact sheets and daily running information.
• Source, organise and manage props, materials and equipment required for rehearsals and 

performances.
• Support risk assessments and health and safety planning.
• Ensure all tour documentation is up to date and shared with the company.

Rehearsal Period
• Act as the main point of contact for the performing company during rehearsals.
• Support the creative team in maintaining rehearsal schedules and logistics.
• Track changes to performance and workshop content as required.
• Prepare and organise props, equipment and rehearsal materials.
• Ensure performers have the information and resources they need to work effectively.

Tour Delivery
• Drive company members and equipment between venues as required.
• Manage daily tour logistics and schedules.
• Coordinate arrivals, access and set-up at each library.
• Support performers and musician throughout the day.
• Oversee the safe handling, transportation and storage of props and equipment.
• Lead on get-in, set-up, pack-down and load-out.



• Act as the primary contact with venue staff on the day.
• Troubleshoot operational issues and ensure performances and workshops run smoothly.

General Duties
• Maintain high standards of professionalism and communication.
• Ensure the wellbeing and safety of all company members.
• Work collaboratively with project staff, artists and venue partners.
• Represent the organisation positively when working with participants, audiences and partners.
• Uphold organisational policies, including safeguarding, health and safety, equality, diversity and 

inclusion.

Person Specification
Essential
• Experience of stage management, company management, tour management or production 

coordination.
• Excellent organisational and communication skills.
• Experience coordinating multiple venues or activities.
• Ability to solve problems independently.
• Full UK driving licence.
• Confidence handling props, equipment and very basic technical set-ups.
• Commitment to equality, diversity and inclusion.

Desirable
• Experience working in libraries, community settings or touring theatre.
• Experience supporting participatory workshops or engagement activity.
• Knowledge of safeguarding procedures when working with children and families.

To Apply
Please send a CV and a brief covering letter outlining your interest and relevant experience to 
recruitment@upswing.org.uk by 1st September

Interviews will take place 3rd September.

We welcome applications from people from all backgrounds and are committed to creating an inclusive 
and accessible working environment.


