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THEATRE ASSISTANT III
Class Specification

DEFINITION

Under general supervision, performs responsible work associated with contracting of all rental events for the mainstage and black box theatres; and supervises the Education program.
SUPERVISION RECEIVED AND EXERCISED

General direction is provided by the Theatre Manager.  Work is reviewed while in progress and by the results achieved.
DISTINGUISHING CHARACTERISTICS

Employees at this level receive general supervision and are aware of the operating procedures and policies within the work unit.  Must be willing to work weekdays, weekends, and evening hours.
EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:

1.
Prepare and track season contracts.
2
Supervise Education program, including supervision of education assistant, and school site outreaches with professional touring groups; assist and participate in specified events.
3.
Coordinate ticket sales for the Arts for Youth school performances.
4.
Maintain related files and/or databases; perform data entry as necessary.

5.
Establish and maintain effective working relationships with those contacted in the course of work.

6.
Perform related duties as assigned.
MINIMUM QUALIFICATIONS

Must possess excellent communication skills, word processing and computer skills; and the ability to work and interact with staff and volunteers.  Two years of program development and/or specialized program experience is required.

License or Certificate

Possession of, or ability to, obtain a valid California driver’s license.
