Zachary Community School Board

Position Description

JOB TITLE:  Visual and Performing Arts Coordinator
REPORTS TO:  Designated Administrator/Supervisor
SCOPE OF RESPONSIBILITIES:

The Visual and Performing Arts Coordinator is responsible for overseeing all technical and safety aspects of the productions and theatre facilities. The coordinator is to provide schools with technical assistance and support services toward achieving desired priorities in response to needs identified at the district, school and classroom level for an articulated PreK-12 arts education program.  The coordinator will work with students to help them to obtain skilled certificate and/or career endorsements in areas such as technical production.
PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:
Theatre Production Responsibilities

· Responsible for being the charge artist on each production.  

· Purchase all paint supplies needed, mix all colors needed, make sure scaled renderings are brought to fruition in production.
· Ensure students have the proper paint safety equipment including gloves, ventilation and non-toxic materials.
· Move all soft goods as needed for each production.  Provide any additional stage rigging as needed such as the hanging of scenery over the stage.

· Oversee that the dance floor is installed correctly by the maintenance crew for each dance production safely.
· Work with the band director to set the stage arrangements of the band risers and the orchestra acoustical shell as needed for concerts.

· Provide all sound needs for productions (mics, playback equipment, sound reinforcement, monitors on stage, intercom communication, etc).
· Design all aspects of lighting for each production. 

· Meet with staff for each production to learn production specific needs.

· Design the lighting plot for each production and order specific gel color and template patterns for the theatrical stage lights. 
Includes cutting and installing all of the color and patterns in each light.  
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PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS :(con’t)

· Hang and focus all stage lights for each production in accordance with industry standard safety measures including using safety cables on each instrument. 
· Ensure that all lighting instruments are powered and cabled correctly and safely. 

· Program the lighting console and set the lighting “looks” for each production and train students to run the lighting console and other lighting equipment as needed.

· Work with the staff to build and properly run the budgets for each production.  

· Responsible for purchasing and getting the material to the theatre.  

Events
· Create and manage the event calendar.
· Supervise the set up of all events using the stage.
· Coordinate with the facilities department to ensure the alarms are turned off and the AC is on for night and weekend events in the building.

· Setup audio & video equipment for class projects in the Black box theatre as needed by instructors.

· supervise tool usage with students

· provide safety equipment (glasses, gloves, ear plugs) to students

· precut lumber for class projects

· mix paint color for student class projects purchase shop supplies for production classes 
Scene Shop

· Work closely with classes that use the scene shop for class.  

· Maintain all scene shop equipment. (saws, compressors, man lift, ladders, hand tools  
· Create and maintain storage and organize props, costumes, lighting equipment
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PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS :(con’t)
· Lighting/ Sound

· Repair lighting instruments, broken cables/wires,
· Maintain theatrical dimmers as well as the architectural dimmers, 

· Program all of the DMX addressing for the dimmers and color scrollers,
· Repair broken stage circuits on stage,
· Program the architectural lighting “switches” in the theatre for easy use,


· Maintain expendables inventory (theatrical tape, glow tape, spike tape, lamps, fuses, etc.)

· Maintenance of sound cables and other supplies for mics (clips, batteries, etc.)
· Facilities Use
· Meet with potential users to discuss their needs and give them a tour of the facility
· Facilitate activities.
· Provide the maintenance department lists of repairs that need to be made to the facility.
· Work with repair contractors on the theatre equipment when needed.
WORK ENVIRONMENT/HOURS WORKED:
· Required to work in a school setting with a climate-controlled environment subject to School Board energy policy guidelines and in outside areas subject to climate extremes
· The length of the workday varies from the length of the school day to extend days as the result of evening activities or emergencies.  
· Job responsibilities may require work on weekends or holidays and attendance at meetings other than the location of the school site
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COMMUNICATION SKILLS:
· Must be able to effectively communicate in Standard English both orally and in writing.  Communication must be commensurate with age and skill of listener. 

· He/she must be able to give and receive information accurately via a telecommunication system
· He/she must be able to communicate effectively with students, parents, school personnel, and the public in both individual and group situations

· He/she must be able to access data, to summarize information accurately, and to provide written reports to his/her supervisor

EQUIPMENT USED:

· Must be able to use computer, keyboard, printer, facsimile machine, copy machine, public address system, audio visual equipment, security alarm system and other appropriate machines
PHYSICAL INVOLVEMENT:

· Standing, walking, running, reaching, bending, sitting; observing and monitoring students in all facets of the school environment

· Lifting 50 pounds; physical restraint of another person or persons  

· Must be able to use 16 foot ladders and climb through the catwalks in the ceiling of the building.

· Must be able to provide personal transportation to school(s), work locations, and meeting sites.
· Must possess mobility skills necessary to access a variety of work locations and move freely within work sites.

· Must be able to provide legible written reports

MENTAL INVOLVEMENT:

· Must be able to understand and interpret written and verbal instructions from his/her supervisor

· He/she must be cognizant of policy and procedures of the ZCSB related to his/her position and the implementation of said policies and procedures
HUMAN RELATIONS INVOLVEMENT:
· Must be able to work in group settings and serve as a resource to administrators, faculty, staff, students, parents, and community

· Must be able to respond appropriately to supervision and to accept commendations and recommendations
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MINIMUM QUALIFICATIONS:
Bachelor’s Degree with Minimum of 3 years of related work experience in the area of Visual and Performing Arts 
TERMS OF EMPLOYMENT:
11 month employee (teacher salary schedule)

EVALUATION:
Shall be evaluated in accordance with the Zachary Community School Board Personnel Accountability Plan.
NOTE:  This job description is a summary of the primary duties and responsibilities of 
the position.  It is not intended to be a comprehensive listing of all duties and                                           responsibilities.  The Zachary Community School Board reserves the right to change this description at its discretion.

REVIEWED AND AGREED TO BY: 
______________________________



_____________
                     Applicant’s Signature


                                           Date
__________________________________________



Print Name

