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PRODUCTION MANAGER 
Job Description
Reports to: Artistic Director.  All designs are subject to approval by the Artistic Director
Job Duties:
· Oversee budgeting in production areas (scenery, lights, costumes, props and sound).
· Facilitate communication between Artistic, Production and Administrative Staff.
· Work with the Artistic Director and Production Staff to ensure artistic quality of each production.

· Work with the Artistic Director on the scheduling of all on stage events, as well as use of Hewes Room for rehearsals and classes.

· Oversee and organize the production schedule for mainstage, education and Unframed – developing a work schedule for production staff personnel that meets the production needs of each area.

· Attend, assign staff to attend, the rehearsals of mainstage production in the evenings when they are on the stage; assist with technical needs during rehearsals.

· Ensuring the all technical elements are in place and meet the needs of the production including lights, sound, scenic, costume, projection, properties.

· Coordinate work schedules for the production staff.
· Recruit hired and volunteer production labor.
· Oversee and implement building safety measures in cooperation with technical director.
· Coordinate the purchasing and borrowing of lumber, furniture and props for each production.
· Facilitate communication between director, designers and stage manager for each production.
· Schedule and run production meetings for each production.
· Work with the technical director to develop a build schedule for each production.
· Generate and assign all working drawings necessary for each production.
· Design for a specified number of productions as lighting, scenic or sound designer.

· Make assignments to provide standard design package including floor plan, elevations, section and white model.

· Attend all dress rehearsals, production meetings and preview performances.
· Assign properties job for each production.
· Assist the General Manager with property maintenance.
· Develop plans for new equipment purchases.
· Oversee maintenance measures for production areas and production equipment.
· Design lights for 4 to 5 projects each season. 
