Production Staff Roles & Responsibilities
BACKSTAGE

Director

· Final authority on all artistic decisions related to the production

· Expected to block all scenes and run blocking rehearsals and general rehearsals

· Works with the musical director, choreographer, technicians and set designer while still retaining responsibility for overall artistic quality and consistency of the production

· Organizes auditions and responsible for final casting decisions

Musical Director

· Represents the director on all musical matters and decisions for the production

· Selects additional musicians, as needed

Choreographer

· Represents the director on all choreographic matters and decisions for the production

· Runs choreography rehearsals

Technical Director

· Surveys performance space for technical production elements/capabilities and serves as a consultant to production staff on technical issues

· Works with set designer, as needed

· Obtains and sets up any technical theatre elements (slide shows, etc.)

· Develops lighting design and works with lighting crew
· Oversees use of sound effects, recorded music and works with sound crew
Stage Manager

· Oversees rehearsal schedule

· Manages the assistant stage managers

· Acts as liaison with technical director, sound crew and light crew 
· Calls show from booth

Assistant Stage Managers

· Sets props for each performance

· Oversees transitions and set changes from behind the scenes

· Assists cast with cues (entrances)

· May act as prompter

Props Manager

· Supervises the collection of props

· Ensures identification of props so they are returned to owners

· Ensures that props are delivered to the theatre and returned after the shows

Lighting Crew

· Runs lighting board

Sound Crew

· Runs sound board

· Responsible to check all mics (batteries)

Set Designer (and team)

· Designs sets with input from director

· Creates set construction sessions and schedule

Costume Designer (and team)

· Identifies all necessary costume requirements for production

· Obtains (purchases, rents, sews) necessary costumes

· Organizes cast members to acquire necessary costumes

· Repairs costumes as necessary
Makeup Coordinator

· Purchases required makeup

· Assists/advises cast with makeup

Hair Coordinator

· Assists/advises cast with hair requirements
Food Coordinator

· Arranges for water backstage

· Ensures clean up of green room

PRE-PRODUCTION

Producer

· Develops budget for production including performance fees, theatre rentals, theatre technicians, publicity, programs, music, costumes, set construction

· Secures rights to production

· Books theatre

· Develops and maintains production schedules

· Calls regular meetings and acts as chair

· Coordinates production team and communication
Poster Designer

· Creates poster to advertise production

· Arranges for printing and delivery to advertising committee

Program Designer

· Designs program.  The producer is responsible to getting all relevant information to the program designer.  The fundraising chairperson is responsible for providing all sold advertisements.

· Arranges to have the program printed

· Coordinates with house manager to have programs distributed to audience

Publicity Director

· Advertises shows

· Contacts local newspapers for coverage

· Ensures that all PSA’s are out 6 weeks in advance

· Contacts local radio stations

· Arranges for distribution of posters
Fundraising Chairperson

· Coordinates major sponsorship

· Sells program advertising, collects money and transfers to treasurer

Secretary

· Arranges communication with cast and crew

· Updates webpage with rehearsal schedule and changes

Treasurer

· Receives all money related to the production

· Pays all outstanding bills

· Arranges to send money to charities

Charity Coordinator

· Arranges for (or makes) presentations of behalf of charities

· Finds a secure way to transfer money to charities

· Writes letters and send cheques to charities

· Acts as primary contact with the charities

· Organizes charity summaries for program and displays for the lobby

FRONT OF HOUSE

Ticket Manager

· Arranges for ticket printing

· Coordinates ticket distribution to cast

· Responsible for providing and tracking complimentary tickets

· Manages ticket sales for show

Lobby Decorator

· Sets up displays in the lobby

· Decorates according to theme

· Cleans up lobby at strike

Canteen Organizer

· Organizes food for sale in the canteen

· Arranges for staff to work at canteen

· Arranges float and balances expenses and revenue

Silent Auction Coordinator
· Solicits donations from WOW membership

· Collects items and prepares silent auction sheets

· Displays items in lobby

· Contact successful bidders and arranges delivery and payment

