[image: image1.png]BalletSanAntonio.





PRODUCTION MANAGER
Position Description

Company:

Ballet San Antonio

Job Title:


Production Manager
Employment Type:

Full-Time, Exempt
Reporting To:

Artistic Director
Location:


San Antonio, TX
The mission of Ballet San Antonio (BSA), a professional ballet company, is to share the splendor of dance through diverse artistic performances and community engagement programs that reflect, promote, and enrich the cultural heritage of the South Texas community.  BSA holds an uncompromising commitment to continually attract and nurture exceptional professional dancers, create distinctive performances and make dance accessible to the widest possible audiences through partnerships with local organizations.

The BSA Production Manager oversees and ensures the successful operations of the production department (staff and/or contract labor), including budgeting.  This position supervises all production staff, costume, stage management, designers and IATSE local crews.  The BSA Production Manager acts as the primary contact between the production department and artistic and executive departments.
Responsibilities

· Responsible for the successful coordination, management, and execution of all technical and production elements (local programs and touring) for all BSA performances and events
Duties
· Prepare and submit the budget for the production department including production staff, costume, scenery, props and music
· Hire and supervise all production department members (staff and/or contract labor)
· With the Artistic Director, produce and maintain a company production schedule/calendar and distribute to all necessary departments

· Serve as the primary liaison between BSA and the Tobin Center for the Performing Arts, IATSE and AFM Unions

· Manage all logistics for the rental of BSA’s scenic, prop and/or costume goods to other ballet companies

· Prepare and maintain BSA rehearsal and storage facilities

· Coordinate and manage all aspects of the technical rehearsal process

· With the BSA Accounting Manager, prepare a payment schedule with supporting documentation (purchase order, check request, invoice, receipts) to ensure budget and cash flow adherence

· Attend all theatre rehearsals, performances and as requested by the Artistic Director, classes, community engagement events, special and/or promotional events for BSA

· Provide their own transportation

· Other duties as assigned.

Competencies
· Demonstrate exceptional organizational skills in managing all aspects of production while delivering the highest possible production value for BSA performances

· Ability to solve practical problems and deal with a variety of variables in situations

· Ability to travel nationally and internationally

· Possesses strong computer skills

· Ability to manage multiple projects from various locations (office, studio, theatre, on tour, etc.)

· Working knowledge of a CAD type program

· Working knowledge of audio/video control, recording systems and operations

· Working knowledge of lighting, rigging, set and prop construction

· Excellent written and verbal communication skills

Supervisory Responsibilities
This position supervises all production staff, costume, stage management, designers and IATSE local crews.  
Ballet San Antonio is an equal opportunity employer and hires and employs individuals without regard to race, color, gender, age, disability, or any other characteristic prohibited by law. 
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