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Marcus Performing Arts Center
Position Description

Job Title 	              Production Supervisor 
Department		Production   
Reporting To		Technical Director  
FLSA Status		Exempt  
Employment Status 	Full-Time 
Direct Report(s)	 None

JOB SUMMARY	
The Production Supervisor is responsible for assisting with budgeting projects (i.e., live performances, events & festivals), advancing upcoming performances in the Wilson Theater (Vogel Hall), the Atrium, Bradley Pavilion and Peck Pavilion.  Guide the production staff on activities associated with the execution of performances and events presented in these areas for clients/presenters. These include performances in a variety of disciplines and art forms. Collaboratively responsible for upholding the highest production standards for all performances and events at the Center, serving as the liaison between the Center and visiting companies and clients on ancillary events and activities.  
ESSENTIAL DUTIES AND RESPONSIBILITIES
· Consults with Technical Director before events to determine equipment requirements,
providing information to Technical Director about equipment availability and
procedures specific to a particular venue. Finds alternative solutions with Staff Stagehands if equipment problems exist.
· Be present, and arrange to have appropriate Center staff present, at any time the Center or its equipment is in use. Advises the appropriate Production Department Head of any problems or complaints arising from the production, rehearsal or performance of an event. Consults with same to seek solutions.
· Actively empowering individuals, promoting collaboration, removing barriers, achieving results, showing recognition and appreciation to attract and retain diverse talent.
· Provides show and event information for the production team. Works closely with team members to develop relevant protocols and procedures and create more efficient systems.
· Assist in establishing and administering equipment maintenance timetables and checklists that ensure production equipment is properly maintained in good working order, that equipment is regularly tested, and that replacement equipment and stock is ordered as needed
· Assist with onstage production requirements during non-union/non-yellow card events 
· Assist Technical Director on design and purchase of new technical systems and components, including scheduling installation.
· Meets with vendors to compile information on pertinent services.
· Communicate production needs to Production Department Heads in advance to anticipate and address challenges.
· Assist in ensuring all calls are properly staffed. 
· Tallies payroll and equipment charges. Submits to Human Resources, Finance and Programming in a timely manner.
· Follow all health and safety protocols
· Ensure all legally required payroll documentation is in place for all call-in stagehands
· Acts as the MPAC’s liaison with potential event clients inquiring about technical capabilities and with stage managers of performing groups.
· Assist in maintaining inventory of production consumables and budget replacement items within production/technical budgets.
· Undertakes special assignments and projects as directed.
This describes the general nature and scope of responsibilities for this position. Please note other duties and responsibilities may be assigned or removed at any time.
QUALIFICATION REQUIREMENTS	
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or abilities required.  

Education and Experience
· Minimum of 3 Years of professional experience in events and/ or theather production environment  
· Experience in the standard production practices in the performing arts and event production.
· Understanding of theater production and equipment: to include sound, lights, video and staging. 


Knowledge, Skills and Abilities 
· A commitment to the arts and arts education
· Display curiosity, comes up with useful ideas that are new, better, or unique; Introduces new ways of looking at problems; Can take a creative idea and put it into practice; Encourages diverse thinking to promote and nurture innovation.
· Collaborate, work cooperatively with others across the organization to achieve shared objectives; Represents own interests while being fair to others and their areas; Partners with others to get work done; Credits others for their contributions and accomplishments; Gains trust and support of others
· Display tech comfort by anticipates the impact of emerging technologies and makes adjustments; Scans the environment for new technical skills, knowledge, or capabilities that can benefit business or personal performance; Rejects low-impact or fad technologies; Readily learns and adopts new technologies. 
· Be responsive, readily takes action on challenges, without unnecessary planning; Identifies and seizes new opportunities; displays a can-do attitude in good and bad time; Steps up to handle tough issues
· Display change agility by dealing comfortably with the uncertainty of change; Effectively handles risk; Can decide and act without the total picture; Is calm and productive, even when things are up in the air; Deals constructively with problems that do not have clear solutions or outcomes 
· Capacity to be creative, take initiative and exhibit resilience.
· Shown strength in project plan development, management, and execution; an ability to drive complex, multi-faceted projects forward to deliver results on time.
· Demonstrated proficiency using Microsoft Office (Excel, Access, PowerPoint and Word) or similar products.
· Great organizational skills
· Ability to successfully manage multiple projects and respect multiple deadlines while changing priorities on a tight schedule.
· Self-motivated with strong organizational, time-management and detailed oriented skills 
· Ability to work as a team with individuals from all backgrounds and knowledge base. 
· Availability to work nights and weekends, as required for shows and events. 


WORK ENVIRONMENT / JOB SPECIFICATIONS
Physical Demands
The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of the job, the employee will be expected to sometimes work 8 - 14 hours per day. The noise level in the work environment is usually loud. The employee is required to stand, sit, walk, reach above shoulders and operate, handle or touch objects, tools or controls. Occasionally move around the production areas and access or use computers, office equipment, and other pertinent supplies, space or equipment used to perform the duties of the position. Work with frequent interruption. The employee is frequently required to talk or hear and requires close vision, depth perception and the ability to adjust focus is required. The employee is occasionally required to stand, walk, stoop, kneel or crouch and lift up to 20 lbs. Must have reliable transportation to travel to offsite businesses for events, programs, meetings.
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