
 

 

 
Administration & Communications Assistant  

 
Responsible to: 
   
Executive Producer of Global Creatures & Marketing Director of Moulin Rouge! The Musical. 

 
Background 
 
Global Creatures specialises in producing new theatrical works, combining innovative stagecraft and 
spectacular theatricality. 

 
The company’s first venture was in 2007 with Walking With Dinosaurs – The Arena Spectacular, which 
became an international sensation and toured for twelve years. The arena show How to Train Your Dragon 
Live Spectacular followed in 2012, and a year later Global Creatures staged its first theatre production – 
the ground-breaking musical King Kong. The show had its world premiere at the Regent Theatre in 
Melbourne and opened at the Broadway Theatre, New York in November 2018. King Kong was honoured 
with a Special Tony Award for the creation of the title character. 
 
Moulin Rouge! The Musical was the first Global Creatures production to debut outside of Australia, having 
its world premiere in Boston in 2018. The show transferred to Broadway’s Al Hirschfeld Theatre in July 
2019. Moulin Rouge! The Musical was an instant hit with critics and audiences alike, with productions now 
scheduled for the UK and Australia in addition to a US national tour. 

 
Global Creatures is proudly an Australian enterprise, headquartered in Sydney with offices in New York 
and London. 

 
The Role 
 
We are seeking an enthusiastic and dynamic assistant to join the Global Creatures London office. This is 
a well-supported and varied entry-level role within a theatre production company. Supporting the 
everyday running of the office and working closely with both the production and marketing departments 
of Moulin Rouge! The Musical, this is an excellent opportunity for a committed individual to gain top-level 
experience and begin a career in arts production and/or marketing. 

 
The ideal candidate for this role will have: 

• An interest in both theatre production and marketing.  
• Good interpersonal skills.  
• The ability to work both independently and as part of a dynamic team. 
• A proactive and flexible attitude.  
• A good sense of humour. 
• The ability to work in a fast-paced environment and manage a varied workload.  
• Excellent organisational and administrative skills. 
• Meticulous attention to detail. 
• Strong verbal and written communication skills.  
• Good computer literacy with a working knowledge of Microsoft Office packages (Outlook, Word, 

Office, PowerPoint). 
• Strong social media understanding, ideally with some experience using key platforms 

(Facebook, Twitter, Instagram, Tik Tok, YouTube). 
• Enthusiasm for learning new skills. 
• A good level of education (to A Level or equivalent) 
• Prior experience in an arts organisation or office environment would be helpful. 

 
Duties and responsibilities will include: 

• Day-to-day administration of the office.  
• Answering calls and directing to the relevant personnel. 
• Ensuring that the digital filing system is kept up to date. 



 

 

• Assisting with the preparation of presentations and documents. 
• Ordering materials and stationery as needed. 
• Booking couriers/cars and making reservations. 
• Meeting preparation and note-taking as required. 
• Drafting, editing, and proofreading marketing materials for a range of purposes (e.g. social 

media posts and responses, webpages, emails, artwork, and guidance documents). 
• Monitoring social media channels and replying to customer queries. 
• Using website Content Management Systems (CMS) to update content on nominated show 

websites (training will be provided). 
• Working with the marketing department to set up and manage ticket requests. 

 
Terms 

Hours: 10 am to 6 pm Monday to Friday with an hour for lunch but out of hours work will be 
expected, as necessary. 
Salary: £20,000 - £22,500 per annum subject to experience. 
Location: Global Creatures Office - Covent Garden, London. 
Holiday: 20 days per annum plus Bank Holidays. 
Probation period: 12 weeks. 
Contract Type: Permanent. 
Notice Period: 4 weeks during the probation period, 8 weeks thereafter. 
 

How to apply 
 
Please send your CV with a covering letter to ukoffice@global-creatures.com by 5 pm on Friday 20th 
August 2021. Please note all applicants must have the right to work in the UK. 
 
Successful candidates will need to adhere to the company’s following guidelines should an offer of 
employment be made:   
 
In order to protect the health of everybody working on our productions, and to help avoid unnecessary 
self-isolation or show closures with consequential loss of salary for all, we are only able to consider for 
any position, candidates who are already either fully covid vaccinated, or who intend to accept 
vaccination in a timely fashion as offered by the NHS. The only exceptions we can make to this are for 
those who are exempt. You may be asked about this at or prior to interview and to provide evidence of 
your vaccination. 
 
You acknowledge that you will be required to adhere at all times to the company’s COVID-19 protocols. 
These may include mandatory, supervised COVID-19 testing and the requirement to wear a facemask. 
The company’s protocols will incorporate the local COVID-19 protocols of the rehearsal room, theatre and 
any other premises in which you are required to work. You acknowledge that this is a dynamic situation 
and protocols may change. The Producer will use reasonable endeavours to support you and keep you 
acquainted with all applicable health and safety protocols. Lack of compliance may be construed as a 
disciplinary offence. 
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