
Committee Applications 2018/2019 

The past few months have been an incredible time for QMTC – we’ve produced 
shows across 6 performance festivals, with another two yet to come after 

Easter. There’s been social events, live art performances, academic events and 
more throughout the year! 

And now, as we approach the Annual General Meeting and preparations for the 
Edinburgh Fringe Festival, we’re looking for a new committee to take over the 

reins next year! 

Before applying make sure you’ve read through this document to get a grasp on 
the responsibilities and duties that come with each role. No matter which role 
you apply for, being in the committee is a full-time committee and will require 

dedication and a love for the company. Please also contact the current 
committee member if you have any further questions about the role! 

The deadline for applications is Tuesday 20th March. The new committee will be 
announced during the AGM on Wednesday 28th March 

Once announced the new committee will shadow the current committee 
throughout the next few months and will have handover meetings to cover 
responsibilities in greater depth. Then the new committee will officially take 

over from September 1st 2018! 

Good luck, and see you at the AGM! 

Roles and Responsibilities 

President – 2017/18 Christopher Field 

First and foremost, the role of President requires an individual who is 
determined, motivated and has a huge amount of passion for the society. As 

President you would be in charge of the day-to-day running of the society and 
the committee, ensuring that everything runs as efficiently as possible and 
always putting the best interests of the company at the forefront of your 

decision-making. The role involves delegating responsibilities among the rest of 
the committee and ensuring that the other members of the committee are 

working well together and managing any issues that may arise with a level-head 
and warm heart. Additionally, you will be the face of the company for its 

members and visitors, both new and old, and so need to be welcoming and 
confident in running events such as pitch nights and organising casts and 



directors during show weekends. Any disputes or disagreements will ultimately 
be settled by you, so we’ll be looking for someone with leadership and teamwork 

skills who can remain calm and reliable if any concerns are raised. The role is 
demanding and should be treated as a full-time job – don’t let this put you off 
however, as the role gives you the opportunity to shape QMTC and drive the 

vision that you want for the company next year! 

As President you will also be responsible for the wellbeing of members; this 
includes ensuring that members are happy and enthusiastic about the direction 

the company is taking throughout the year, as well as being responsible for 
members during the Edinburgh Fringe Festival in August. Alongside the 

Treasurer, the President will organise the trip over the course of the year, 
including financing and planning the excursion, and ensuring the health and 

safety of casts and crews during the trip 

As President you will find your specific responsibilities throughout the year, 
however the main duties you will have are: 

- Organising events and managing the rest of the committee in their 
different roles, including scheduling the timetable for each semester 

alongside the Production Manager 
- Ensuring the wellbeing and safety of all members, including visitors to 

shows and social events. Any disputes or issues, both among members 
and in the general running of the society will be settled between you and 

the Vice-President 
- Being available for any questions and queries from members, and 
managing the external ‘face’ of the company – this includes events such 

as the Fresher’s Fair and running Pitch Nights 
- Working alongside the Vice-President to decide the vision for the company 

over the year, and managing additional events and groups, such as 
‘Slappin’ Da Bass’ and ‘Spilt Milk’ 

- Assisting other committee members in their roles as and when necessary 
- Organising the Edinburgh Fringe Festival trip in August with the Treasurer 

 
Ultimately, the President next year should be someone who is passionate 
about QMTC and our members, and someone who has a huge amount of 
pride for what the society represents and facilitates. They should also be a 

strong leader, and someone who wants to make their mark on the 
company, and will learn from the role 



Vice-President – 2017/18 Clarice Montero 

The role of Vice-President is the most difficult to define as it has recently evolved. 
This year my focus was on Collaboration and Outreach. However, there is not a 
specific area of the company that VP is in control of: It is often the role that fills 
in the gaps of the other committee members. You keep an eye on everyone and 
especially try to keep as up to date as you can with the President. As the other 
committee members, you attend as many company events as you can and take 

part in show weekends, counting votes on pitch nights, hosting some events, 
posting on the Facebook page, attending casting meetings etc. This year VP has 

been partly in control of Spilt Milk; something you may or may not want to 
continue. There is some space to create your own events – these must align with 

the company’s vision and be realistically achievable. 

Responsibilities: 

Organising collaboration with other societies: I started this year by messaging 
nearly every QMSU society and asking if they were interested in collaborating. 

The follow societies expressed an interest: 

- Musical Theatre Society 

- Photography Society 

- ACS 

- Shakespeare Society 

- Fashion Society  

- EECS Society (tech) 

- Egyptian Society  

- as well as numerous other societies covering a range of topics and 
disciplines 

Over the past year we’ve collaborated with the first four.  

Photography Society President Matthew and I have repeatedly contacted each 
other and he has supplied me with a short list of useful contacts. Two of which 

have been very helpful photographing shows and live art performances. 



Shakespeare Society collaborated with us during our Shakespeare Festival and 
Musical Theatre Society are set to join forces with QMTC for a ‘Mamma Mia’ 

social event. 

ACS, or African Caribbean Society, joined us for our ‘QMTC Pinter Platform: Black 
History Month Long Table Discussion’. This provided many interesting insights 

some that later were explored and some that are yet to be addressed.  

Managing conversation of how to make our performances more accessible has 
also been raised. A result of which has been the addition of ‘Content Warning 

and Content Notice Guidelines’ into the director’s handbook. 

Flyering: This year I introduced flyering, inspired by the success of the flyering we 
do at the Edinburgh Fringe Festival. My reasoning was that since we are a 

campus university, with most students passing across library square every day, 
we should make use of the advantages this physical proximity gives us. While 

social media is our main line of communication, it is very difficult to spread 
awareness of our events to people who are not members. So being a physical 

presence is in this case extremely effective.  

This role can be difficult when trying to compartmentalise your responsibility: 
I’ve also dabbled in distributing posters, reading and replying to emails and 

Facebook messages and trying to tidy the QMTC storage cupboard in People’s 
Palace. Ultimately, it’s about staying true to the company’s vision and 

supporting the other committee members as well as society members whenever 
they require your help.  

 

Treasurer – 2017/18 Kyle James Murphy 

The Treasurer is a role for someone who is incredibly organised, self-motivated, 
and has a passion for administration and finance. Be prepared to attend all 

public events, as this usually involves an exchange of money.  Be prepared to be 
confident with learning names, this role oversees member subscriptions and the 
intake for each festival. The Treasurer will need to familiarise themselves with all 

bodies involved. The Treasurer is a role that is heavily reliant on professional 
conduct and contact, being well versed with Microsoft Office, Mail and 

potentially CRM software/setups. A secure head for calculations and budgeting 
is required to control revenue and expenditure, to meet required targets.  

Treasurer duties include, but are not limited to: 



Communications:  

Responding to emails from external companies (with Secretary). All SU liaison 
and administration has to go through the Treasurer role (as you’re a principal 

officer); this includes charity buckets and library square bookings. Base and 
continual contact with Edinburgh Fringe contacts. Communication to all 

members and directors on updated member subs and budgets. 

Finance and Accounting:  

Keep record of all expenditures and revenue. Apply for and secure Grant Funding 
through our SU. Secure funding through the School of English and Drama. Be 

open to securing funding through CCF or sponsorship. Decide budgets for 
individual shows and righted shows. Decide price for member/non-member and 

alumni ticket prices. Preferably have experience or quick with invoicing and 
scheduled payments. The Treasurer is in charge of booking the entire of 

Edinburgh Fringe and chasing director’s promo material and plot summaries for 
the 4 chosen shows. Performance Rights websites are all managed by the 

Treasurer. BE PREPARED TO PAY IN MONEY AND ORGANISE PERFORMANCE 
RIGHTS AND QMTC T-SHIRTS FROM YOUR PERSONAL BANK ACCOUNT. 

Show:  

Box office duty. Make sure all cast and crew have paid subs by scratch 
performances. Take charge of charity intake at Slappin’ Da Bass. 

Other:  

Explanation of voting at each pitch night and distribution of slips, organising 
society collaborations (with others) and help with casting meetings and in 

charge of phone calls (if clashes appear). 

 

Secretary – 2017/18 Daniella Harrison 

The secretary is a role for someone who is incredibly organised, self-disciplined, 
and cares a lot about QMTC. They need to know every date and event that’s 

coming up in order to publicise and ensure there’s no clashes! Knowing about 
other societies is also a bonus, too. You need to be on the ball at all times. This is 

a fun role though! You’ll be the first port of call for new members, and get the 
main control over social media, meaning you’ll get to post loads of funky GIFs 

and send out colourful emails. 



Secretary duties include, but are not limited to: 

Communications: Responding to emails from new members, other societies, and 
outside companies. Sending out regular emails to the mailing list about 

upcoming events, liaising with SED to publicise events 

Website: Building the website, updating the show archive, updating the ‘what’s 
on’ pages, creating pitch applications 

Social Media: Creating Facebook events for pitch nights and socials, promotional 
posts via Facebook/Twitter/Instagram 

Show: Monitoring ticket sales, box office duty, show schedules 

Other: Taking minutes at meetings, organising society collaborations (such as 
Shakespeare Festival) 

 

Social and Promotional Designer – 2017/18 Beatrice Olivier 

Being in this role is all about team work. You need to be able to collaborate 
effectively with the whole of the committee. Need to book a room for an event? 
You gotta talk to the Production Manager. Need some money for a social? You 

gotta talk to the Treasurer. Need to publish your promotion material? You gotta 
talk to the Secretary. And this ethos needs to come across in the socials you 
organise and the promo material you design, which means you should enjoy 

socialising and arts and crafts. You are the friendly face of the committee (all of 
the committee members are friendly, but you get what I mean) and will often be 
there to help members and direct them to who and what can help them. Whilst 

this role can be hard work, it's a lot of fun and extremely rewarding. 

Duties of the Social and Promotional Designer include, but are not limited to: 

Organising and running social events to appeal to new and current members, 
designing promotional material for events and festivals, keeping the noticeboard 
up to date, liaising with the secretary on promotion via social media, designing 
and organising promotional material for Edinburgh Fringe Festival, along with 

regular committee duties such as being available for scratches and being around 
over festival weekends for box office duties 

 

 



Production Manager – 2017/18 Eloina Haines 

This role requires somebody who is very organised, meticulous and easy to speak 
to. You must be able to juggle many different plates at once whilst keeping your 

calm. It requires prompt, succinct and friendly communication skills with 
numerous types of different people. If you don't like speaking with people, this 
role is not for you. The majority of communications will be through email and 
Facebook messages, so you must be able to frequently keep up with and use 
these. You will be the point of communication between directors, committee, 

tech manager and most importantly, with QMUL staff. Contact with staff mainly 
include Jules and Tracey so a good relationship with them is key. For this reason, 

this role requires a strong minded, yet polite and formal person. 

 

Technical Manager – 2017/18 James Dawson 

This role involves having some technical theatre skills and knowledge. You will be 
required to understand the lighting desk, ETC ION, as during the year you'll be 

required to programme the desk many times. It is also useful that you have 
some knowledge of the sound desk, upstairs and down. The AV within the studio 

space will also be used from time to time so knowing how to use this will be 
great.  

Problems often occur when working in this role, so being good at solving issues 
will come in useful.  

This year there has been the start of the development of a Tech Team. As 
Technical manager you will have to be able to show that you can manage people 
and be very organised. Spreading out the work load between people on the tech 

team. As well as organising time for Tech rehearsals and Scratches, being in 
constant contact with the Production Manager and directors.  

Communication skills are essential, as some people might know a lot about 
Technical Theatre and other know very little. Being able to talk and 
communicate effectively will help a lot during your time in this role. 


