
TAD/PTS Job Descriptions 

 

Class C pay range $8.00-$11.75: 

Costume Shop Assistant 

Job Description and Duties: Clean and organize dressing rooms; assist in the 
organization and maintain makeup and costume stock and supplies; assist on 
costume support (sewing and alterations) during production; assist in the 
organization of costume storage; launder costumes; iron costumes; transport 
costumes to and from storage.  

May support performances and events as a running crew member as 
availability and needs arise.  

As time permits, may also assist in scene, paint, properties, lighting and 
audio shops with production and organizational tasks. 

Interacts with students, patrons, and other users of the theatre facilities. 
Responsible for knowing, understanding and communicating safety and 
production policies and procedures.  

May occasionally supervise and provide guidance to students working on 
shop hours/class assignments in the costume shop.  

 

Scene/Prop Shop Assistant 

Job Description and Duties: Assist in construction, moving, assembling and 
disassembling of stage equipment and scenery; assist in painting sets; assist 
in making properties; routine maintenance of stages and shops including 
sweeping and mopping, organizing tool, hardware and paint storage; 
organizing and cleaning property storage; climbing ladders and lifting heavy 
objects in accordance with safe work practices; use of hand and power tools 
in accordance with safe work practices and under supervision; some drawing 
and math/geometry skills needed; assist in the cleaning and organization of 
scenic storage.  



May support performances and events as a running crew member as 
availability and needs arise.  

As time permits, may also assist in costume, lighting and audio shops with 
production and organizational tasks. 

Interacts with students, patrons, and other users of the theatre facilities. 
Responsible for knowing, understanding and communicating safety and 
production policies and procedures.  

May occasionally supervise and provide guidance to students working on 
shop hours/class assignments in the scenery/paint/prop shop.  

 

Lighting Shop Assistant 

Job Description and Duties: Assist in the routine operation and maintenance 
of stage lighting equipment, including lighting fixtures, cable, accessories, 
and parts; clean theatre lighting equipment; sort and organize gel and gobo 
stock; clean and organize sound and lighting booths; hang and focus lights 
for shows; climbing ladders and lifting heavy objects in accordance with 
safe work practices; assist in the management and organization of stock 
items and lighting inventory. 

May support performances and events as a running crew member as 
availability and needs arise.  

As time permits, may also assist in scene, paint, properties, costume and 
audio shops with production and organizational tasks. 

Interacts with students, patrons, and other users of the theatre facilities. 
Responsible for knowing, understanding and communicating safety and 
production policies and procedures.  

May occasionally supervise and provide guidance to students working on 
shop hours/class assignments in the lighting shop.  

 

 



Audio Shop Assistant 

Job Description and Duties: Assist in the routine operation and maintenance 
of stage audio and video equipment, including microphones, cable, 
accessories, and parts; clean and organize sound and lighting booths; setup 
audio for events on stages under the supervision of staff and faculty; assist in 
the management and organization of stock items and audio inventory. 

May support performances and events as a running crew member as 
availability and needs arise.  

As time permits, may also assist in scene, paint, properties, costume and 
lighting shops with production and organizational tasks. 

Interacts with students, patrons, and other users of the theatre facilities. 
Responsible for knowing, understanding and communicating safety and 
production policies and procedures.  

May occasionally supervise and provide guidance to students working on 
shop hours/class assignments in the audio shop.  

 

Production Assistant 

Job Description and Duties:  

During performances: Assist the box office staff in the selling of tickets and 
associated transactions; hand out programs, greet patrons, prepare the house 
for performances, and manage intermission hospitality.  

Between performances: Assist the production office by answering phones, 
accepting forms and requests for uses of performance facilities and for other 
services provided by Production & Technical Services, checking phone 
messages, contacting patrons and taking reservations; maintain theatre 
marquee and lobby displays; distribute posters; photocopying and filing; use 
of Microsoft Office applications and other routine computer and data entry 
tasks; distribute mail to mail boxes. 



May support performances and events as a running crew member as 
availability and needs arise.  

As time permits, may also assist in scene, paint, properties, costume, lighting  
and audio shops with production and organizational tasks. 

Interacts with students, patrons, and other users of the theatre facilities. 
Responsible for knowing, understanding and communicating safety and 
production policies and procedures.  

May occasionally supervise and provide guidance to students working on 
shop hours/class assignments in the shops.  

 

 

Class D pay range $8.65-$13.00: 

House Manager 

Job Description and Duties: Manage the auditorium and public face of 
performances and events. Prepare lobby and auditorium for performances, 
events and other usage; file daily event house manager reports and document 
the event and work completed. Supervise ushers and other front-of-house 
personnel. Assist Facility Manager and Box Office staff on larger events.  

May support performances and events as a running crew member or stage 
hand as availability and needs arise.  

As time permits, may also assist additional production and organizational 
tasks between events and performances, including serving as over-hire in 
scene, paint, properties, costume, lighting and audio shops. 

Interacts with students, patrons, and other users of the theatre facilities. 
Responsible for knowing, understanding and communicating safety and 
production policies and procedures to students, staff and patrons. Familiarity 
with emergency preparedness procedures and ability to take responsible 
action during an emergency. 



 

 

 

Class E pay range $11.50-$16.00: 

Graduate Production Assistant 

Job Description and Duties: Manage the front desk of the production office, 
answering phones, process forms and requests for uses of facilities and other 
services, process paperwork and reports after events; perform as house crew, 
house manager, or box office crew; photocopying and filing; use of 
Microsoft Office applications and other complex computer tasks.  

Serve as running crew member: lighting and audio setup and operation fly 
rail operation, deck crew and staging equipment setup and removal; facility 
manager for night and weekend events. Serve in a leadership capacity, often 
managing and supervising a crew of several persons. Supervising the stage 
facilities is similar to supervising a computer lab; both have complex and 
expensive equipment that needs to be operated properly, safely and that gets 
secured at the end of use.  

Write and manage event reports after working events; distribute to the 
regular daytime and production staff in order to help them address items that 
come up.  

May also serve as over-hire in scene, paint, properties, costume, lighting and 
audio shops with production tasks. 

Interacts with students, patrons, and other users of the theatre facilities. 
Responsible for knowing, understanding and communicating safety and 
production policies and procedures to students, staff and patrons. Frequently 
exercises personal judgment.  

Supports Production Office faculty with supervising theatre laboratory 
activities.  

 


