Theatre Production Assistant – Working Classroom 

SUMMARY: 

Under general supervision, assist with all aspects of producing theatrical performances in the Theatre Program in the Working Classroom. 

DUTIES AND RESPONSIBILITIES: 

1. Ticket sales and reservations. 

2. Press contacts, interviews. 

3. Flyer distribution. 

4. Contract supervision. 

5. Guest director support. 

6. Facilitate communication among artistic and production staff. 

7. Organize multiple tasks, manage time and work with minimal supervision.

8. Other job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Must pass pre-employment criminal background check. 
· Must be an upper level theater major or have equivalent experience.  

· Familiar with theater vocabulary. 

· Have experience in theatrical productions in some capacity (acting, designing, stage, managing, producing).

· Excellent verbal and written communication skills.

· The ability to multi-task and manage time with minimum supervision.

