PENTACLE THEATRE JOB DESCRIPTION

Technical Director

Name of Employee: TBD
Original Hire Date:
October, 2017  

Reports to: Executive Director
Mission  

Pentacle Theatre is a volunteer based, non-profit community theatre, presenting innovative and entertaining seasons of quality productions in a broad range of styles.  In our continuing quest for excellence, Pentacle Theatre seeks to be a significant cultural resource for the Salem area, while providing our volunteers the opportunity for personal growth and achievement in an atmosphere of mutual respect, support and enjoyment. Each Pentacle Theatre employee supports the organization’s volunteers in advancing the mission.
The Technical Director supports the mission by working to meet, efficiently and economically, the technical needs of directors while soliciting and supervising a volunteer workforce. The Pentacle Theatre season currently consists of eight productions, a shorter run fundraiser production, and has a dark time throughout most of December.  The technical director will have periods of intense pre-production work balanced with other periods of design and technical maintenance work. This will average out to be a 40-hour work week.
Primary Responsibilities

I. Governing Board/Artistic Vision
A. Helps shape the artistic vision for the theatre; advises the Board with artistic-related decisions; and carries out policies and procedures.

B. Attends monthly Board meetings, Board retreats, and special Board workshops.
C. Provides recommendations to the Finance Committee regarding production expenditures.
II. Set Construction and Strike

A. Oversees all set construction and installation, and ensures that sets are completed within agreed upon timelines.

B. Supervises a strike crew that dismantles the old set; disposes and or/stores materials; and builds/installs the new set.

C. Supervises volunteer crews that assist with set construction and painting.

D. Personally constructs and paints set elements as necessary.

E. Purchases set materials in accordance with the budget for each show and accounts for expenditures.

F. Assures compliance with standard safety and fire codes.
G. Continues technical responsibilities on an ongoing basis throughout each production with the maintenance or repair of production elements as needed.
III. Design

A. Set Design:

1. Collaborates with directors to develop the set design for each show.

2. Ensures the set design is completed by the date of auditions.

3. Collaborates with directors on the “look” of the show (i.e. set decoration and lighting).

B. Lighting Design:

1. Collaborates with directors to develop the light design for each show.

2. Supervises the light hang, light board programming and adjustments to lighting as needed during technical rehearsals.

C. Attends technical rehearsals as needed or as requested by the director.

IV. Maintaining Storage and Construction Facility

A. Maintains construction and work areas and materials in an orderly fashion (i.e. paint room, tool room, lighting booth, Glogau facility).

B. Maintains storage of stock items in designated areas.

V. Maintenance of Tools, Equipment and Construction Materials

A. Maintains and secures theatre tools and equipment.

B. Generates a list of necessary bulk construction materials and purchases as necessary.

C. Reuses as many materials as possible.

D. Pursues contracts with local businesses for bulk purchase of materials if storage space allows.   

VI. Facilities 

A. Works with the facility committee and the facility maintenance coordinator to oversee contractors and contracted labor working on the general facility as assigned.
B. Participates as a member of the Facilities Committee, and makes recommendations regarding facilities improvements and maintenance related to production.
Expenditure Authority

A. Manages the theatre’s General Production budget and the production assistance budget.  

B. Develops and manages the technical budgets for each play in collaboration with directors, and makes expenditures within approved budgets. 

Signature authority

Has delegated signature authority to commit funds, according to theatre policy as approved by the Governing Board. 

Performance evaluation
A Performance Evaluation is conducted annually by the Executive Director and is accomplished through input from each play director, the Governing Board and selected volunteers working during the period of evaluation.

This position description is current and will remain effective as of the date of signatures until such time as the description is changed or revised and agreed on by both parties.
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