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Chesapeake Arts Center:  Production Manager 
Job Description: 
 
Position Summary:  To support each event at the Chesapeake Arts Center administratively and technically through the 
advance, execution and reconciling of a production.  To maintain, repair and recommend all technical equipment in the 
facility including the theatrical spaces, classrooms, dance studios and MakerSpace.   This position is a support staff 
position and will work in concert with the Director of Operation and Programming.  The Chesapeake Arts Center is both 
a presented and rental house while being a mission based organization;   The Chesapeake Arts Center uses the arts to 
excite, educate, engage, inspire and grow this community’s people, its artists and the region through performances, 
exhibitions, classes, and collaborations with artists, educators, business and community leaders and organizations. 
Essential Tasks:  This is a 40 hour a week salaried staff position.  The schedule will be flexible and irregular and will 
include weekend and evening hours.  Flexible schedule is possible with supervisors’ approval to compensate for the odd 
and irregular hours.   Tasks to include the following and other duties as assigned.   
Advance:  To plan, organize, schedule and facilitate the Center’s operations with the Director of Operations for all of the 
Centers’ events; including crewing, procuring rental equipment/deliveries, load in/out, tracking inventory and 
maintaining Center policies. 
Execute:  To run load in, show and load out while adhering to the Center’s policies.  Leading the crew to be professional 
at all times, instituting safe practices and whenever necessary, teaching and training all constituents.  To maintain the 
Centers gear, keep the facilities clean, neat and ready for any event.   It is paramount to provide excellent customer 
service and exceed the clients’ expectations while maintaining the integrity of the Center and its reputation.   
Reconciliation:  To keep accurate paperwork; tracking the contract and any changes made to it, keeping records of the 
clients and (post mortem), event management reports, incident reports and any other documentation needed as 
required. 
Attendance:  Lateness may result in a reprimand.  The employee may attend and actively participate in a staff meeting 
and staff held events. 
 
This position is a member of the production team.  Opportunities will include to research and make recommendations 
for system upgrades, design opportunities and any other opportunities the Center can afford monetarily or 
professionally.  This position also has the opportunity to teach a technical theatre class to middle school students 
enrolled in a Performing and Visual Arts magnet program. 
This position will encounter decision making circumstances.  The primary action is to consult with the Director of 
Operations or Executive Director.  When either position is unavailable the Production Manager must act with integrity, 
the best interest of the Center and its reputation, the safety of staff, crew, patrons and artists. 
This position will encounter working conditions with noise, dust, variance in temperatures, moisture and or humidity.  
Possible exposure to paint fumes, electrical hazards, mechanical hazards, chemical hazards, explosive and or burn 
hazards.   
 
The position is evaluated on the following: 
Communication:  Excellent written and oral communication is a necessary component of the job.  This also includes 
practicing excellent interpersonal skills using tact, patience, honesty and courtesy with all constituents.  Supervision of 
all crew positions and volunteers will be evaluated.   
Knowledge:  Knowledge and practice of safe protocols with all theatrical technology, also the initiative to seek further 
knowledge and understanding in the fields of lighting, sound, rigging, carpentry and management. 
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Accomplishment:  The Production Manager will be evaluated on completion of tasks, execution of events, staff and  
crew relations. 
Physical requirements:  While performing this job the employee will be required to walk, sit, stand, climb, balance, 
stoop, kneel, crawl, reach, hear, see, talk and use arms and legs and lift 75lbs.   
Skill set:  Ability to work with a diverse population, with large crowds and young children.  Must have the ability to 
prioritize and multi-task.  Ability to work with old and new theatrical technology and administrative tools.  Ability to take 
initiative in all aspects of the job.  Ability to efficiently manage time, crew and budgets. 
 
 
Employee participation in illegal activities on the premises or during work hours, or engaging in unsafe practices will not 
be tolerated and will result in immediate termination. 
 
 

 

 

 

 

 

 

 

 

 

 


