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JOB DESCRIPTION  

POSITION TITLE

Academic Administrative Assistant - Theatre



REPORTS TO:

Chair of Theatre Department 

PRIMARY FUNCTION: 
Manage a very animated and high-traffic department office and provide support for the chair, faculty and production program in the department.  Create and manage publicity & marketing for Theatre productions; manage the ticket office, and house management for departmental productions.  This position is in contact with a large number of the general public and is a vital first contact position.

AREAS OF RESPONSIBILITY:


Academic Support

1. Provide professional interactions with the public, St. Olaf students, faculty and staff.  Provide leadership for and management of the Theatre department office. answering telephone, setting up and maintaining filing systems, purchasing office supplies, distribute mail, maintain office equipment, manage space usage and room reservation system for the Theatre building.

2. Budgets and credit cards:  monitor and maintain departmental and production budgets; collect purchasing information for seven corporate credit cards and enter data in budgets.  Reconcile department budget records with the college Lawson system.  Provide ongoing budget reports to department faculty and staff.

3. Assist the Department Chair:  prepare and distribute departmental correspondence, maintain web page, assist with graduation degree audits, take minutes at departmental meetings, supervise department script library, arrange for copyright permissions,  assist with recruitment process and tenure reviews, assist with coordination of class and lab schedule.

4. Assist Faculty and staff who office in the Theatre building :  arrange for tickets and transportation for course trips, request transfer of course fees to student accounts, arrange for duplication of materials for course use.  Assist with faculty and department projects as time allows.

Production Support

1.  Marketing and Publicity for Theatre program and Department:  Develop creative marketing and publicity plans for the season, productions and department programs.   Plan and oversee the execution of these plans with department student workers, including scheduling of tasks (e.g. press releases, posters, programs, and visual displays, etc). Ensure quality assurance of output. Create and distribute pre-season marketing materials.

2.
Supervise box office:  prepare and distribute ticket presales order forms to faculty/staff and production company, prepare and distribute mailings to off-campus mailing list, maintain audience attendance records, balance and deposit box office receipts, maintain ticket printer and ticketing software, supervise the issuing of tickets to 6000 patrons annually.

3.   Supervise house management:  training and scheduling of house manager and usher staff, supervision of the planning and execution of production reception.

4.   Obtain performance rights for productions, obtain scripts, arrange for payment of royalty fee.

5.  Maintain record of student participation in productions.

SUPERVISORY RESPONSIBILITIES: 
Oversee approximately 10 to 15 student workers in both academic and production capacities.  Hire, train, approve timesheets, assign work and quality-check work as necessary.

CONTACTS:
Faculty, students, staff, administration, parents, vendors, the general public.

EDUCATION: 
Essential:
High school


Desirable:
College degree

EXPERIENCE:
Essential:
1-3 years administrative/office work; preferably in a college setting.


Desirable:
3-5 years administrative/office work; preferably in a college setting.

KNOWLEDGE, SKILLS, ABILITIES:

Excellent interpersonal skills, excellent communication skills, computer skills (including Excel, Word, Adobe Acrobat, aptitude for learning applications such as Adobe Photoshop, Folio Box Office Software), web page development, ability to prioritize and manage work load, ability to work in a lively environment with frequent interruptions.

PHYSICAL DEMANDS:
Ability to travel from building to building on campus.

WORKING ENVIRONMENT:
Very busy and lively office environment. 
WORK SCHEDULE:
FTE: 
.85 



Term:
12 months


Shift: 
Generally 7.5 hrs/day Sept – May, 

4 hrs/day June - Aug

