Production Assistant - Theatre
SUMMARY: 

Assist with the coordination of theatre production activities through the production season.

DUTIES AND RESPONSIBILITIES: 

1. Assist in developing the rehearsal schedule.

2. Schedule and oversee various production events and create and maintain production related spreadsheets and documents.

3. Assist in stage-set up.

4. Attend all production meetings.

5. Attend tech rehearsals.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Exceptional organizational, planning, project management, and communication skills.

· Knowledge of MS Office, particularly Word and Excel.

