EAU CLAIRE CHILDREN’S THEATRE, INC.

POSITION TITLE: OUTREACH COORDINATOR
I.
POSITION OBJECTIVES: To increase awareness of ECCT through public outreach activities in the schools and community; to assist with the development and expansion of ECCT programming.

II. 
POSITION CHARACTERISTICS:

Recruited by:

Executive Director

Annual Salary:
$8320 based on average of 20 hours/week


Schedule:
Schedule will flex between daytime, evening and weekend hours depending on the ECCT production and outreach schedule
III.
POSITION RELATIONSHIPS:
Reports to:

Executive Director

Supervises:

Community volunteers

Coordinates with:
 Board Committees, YAC, Schools, Community Agencies

IV.
POSITION QUALIFICATIONS:
· BA/BS in Theatre, Education or related field desired

· Demonstrated leadership ability

· Experience in education, marketing and/or sales

· Strong oral and written communication skills

· Background in or appreciation of theatre

· Demonstrated ability to work with volunteers

· Ability to manage several projects simultaneously

· Strong organizational skills

· Ability to work with minimal supervision
V.
PERFORMANCE RESPONSIBILITIES AND SAMPLE TASKS

A.
Outreach
· Assist with comprehensive marketing plan
· Assist with ongoing publicity efforts- ie: poster distribution, flyers in schools and community
· Design and create window displays and outdoor signage at ECCT
B.
Programming
· Development and coordination of after school drama programs

· Development, coordination and implementation of outreach programs- ie: Girl Scout overnights, Girl Scout Activity Days, working with daycares, homeschool groups

· Coordinate community outreach- community events, parades, mall, library

· Coordinate special events/fundraisers as assigned- ie: Big Band Monster Bash, Shop and Drop, Elem. Valentine’s Day dance 
· Assist Board with coordination of volunteer needs

· Responsible for public appearances and ECCT presence at events- ie: Teacher’s Convention booth, Business Expo booth, Chamber events

C.
Other
· Serve as advisor to Youth Advisory Council

· Artistic direction of assigned projects

· Instructor for theatre arts classes as necessary

· Office and clerical tasks as assigned

· Other duties as assigned
HOW TO APPLY

Submit application form from website (www.ecct.org), cover letter and current resume to ECCT by email to info@ecct.org or by maill or in person at 1814 Oxford Avenue  Eau Claire WI  54703.  Application deadline is Friday, August 27. Questions regarding this position may be directed to Executive Director Wayne Marek at info@ecct.org. 

EAU CLAIRE CHILDREN’S THEATRE, INC.

POSITION TITLE: COSTUME ASSISTANT
I.
POSITION OBJECTIVES: To provide creative and management assistance to the ECCT Costume Designer for ECCT Theatre productions and efficient management of the ECCT costume shop

II. 
POSITION CHARACTERISTICS:

Recruited by:

Executive Director

Annual Salary:
$8320 based on average of 20 hours/week
Schedule:
Schedule will flex between daytime, evening and weekend hours depending on the ECCT production schedule

III.
POSITION RELATIONSHIPS:
Reports to:

Costume Designer

Supervises:

Community volunteers

Coordinates with:
Technical crew heads, Outreach Coordinator

IV.
PREFERRED POSITION QUALIFICATIONS:

· Working towards or holding BA/BS in Theatre Arts, Fashion Design or Merchandising, Home Economics Education or related field

· Demonstrated costume design or construction ability

· Basic sewing skills

· Some knowledge of theatrical style, fabrics and historical periods

· Strong oral communication skills

· Background in or appreciation of theatre

· Demonstrated ability to work with volunteers

· Demonstrated organizational skills

V. PERFORMANCE RESPONSIBILITIES AND SAMPLE TASKS

· Assist with costume designs for ECCT productions

· Coordinate the costume running crew for productions 

· Help supervise community volunteers involved in construction of costumes

· Assist with promotional events and fundraisers requiring costuming

· Assist with costume rentals
· Other duties as assigned

VI. HOW TO APPLY

Submit application form from website (www.ecct.org), cover letter and current resume to ECCT by email to info@ecct.org or by maill or in person at 1814 Oxford Avenue  Eau Claire WI  54703.  Application deadline is Friday, August 27. Questions regarding this position may be directed to Executive Director Wayne Marek at info@ecct.org. 
EAU CLAIRE CHILDREN’S THEATRE, INC.

POSITION TITLE: TECHNICAL THEATRE ASSISTANT

I.
POSITION OBJECTIVES: To provide assistance in the scene shop to the Scenic Coordinator and Lead Artist for ECCT productions; to assist with the design and implementation of lighting and sound for ECCT productions
II. 
POSITION CHARACTERISTICS:

Recruited by:

Executive Director

Annual Salary:
$8320 based on average of 20 hours/week
Schedule:
 
Schedule will flex between daytime, evening and weekend hours 

depending on ECCT production schedule
III.
POSITION RELATIONSHIPS:
Reports to:

Executive Director and/or Scenic Coordinator

Supervises:

Community volunteers

Coordinates with:
 Lead Artist, Scenic Coordinator

IV.
POSITION QUALIFICATIONS:
· Working towards or holding BA/BS in Theatre, Tech Ed, Education or Building Trades desired

· Demonstrated construction ability

· Knowledge of theatrical lighting and sound reproduction

· Knowledge of theatrical style, conventions and terminology

· Strong oral communication skills

· Background in or appreciation of theatre

· Demonstrated ability to work with volunteers

· Ability to manage several projects simultaneously

· Strong organizational skills

· Ability to work with minimal supervision

V.  
PERFORMANCE RESPONSIBILITIES AND SAMPLE TASKS

· Design and implement scenic elements for assigned projects

· Prepare projects in advance for community volunteers per written instructions from Scenic Coordinator and/or Lead Artist

· Assist in maintenance of supplies in scene shop

· Assist with the completion of all scenic requirements for ECCT shows

· Assist with design and implementation of lighting and sound for ECCT productions

· Assist with construction at ECCT and The Oxford
· Other duties as assigned

VI. 
HOW TO APPLY

Submit application form from website (www.ecct.org), cover letter and current resume to ECCT by email to info@ecct.org or by maill or in person at 1814 Oxford Avenue  Eau Claire WI  54703.  Application deadline is Friday, August 27. Questions regarding this position may be directed to Executive Director Wayne Marek at info@ecct.org. 

EAU CLAIRE CHILDREN’S THEATRE, INC.

POSITION TITLE: ADMINISTRATIVE ASSISTANT

I.
POSITION OBJECTIVES: To provide high quality administrative support to ECCT staff and excellent customer service

II. 
POSITION CHARACTERISTICS:

Recruited by:

Executive Director

Annual Salary:
$8320 based on average of 20 hours/week

Schedule:
 
Monday-Friday 9am-1pm with limited flexibility; infrequent nights or weekends

III.
POSITION RELATIONSHIPS:
Reports to:

Executive Director 

Supervises:

Community volunteers

Coordinates with:
 Promotions Director and Outreach Coordinator

IV.
POSITION QUALIFICATIONS:
· Work experience in Sales, Public Relations, Customer Service or as an Administrative Assistant

· Demonstrated clerical ability

· Strong attention to detail

· Strong oral communication skills

· Excellent customer service skills

· Background in or appreciation of theatre

· Demonstrated ability to work with volunteers

· Ability to manage several projects simultaneously

· Strong organizational skills

· Ability to work with minimal supervision

V.  
PERFORMANCE RESPONSIBILITIES AND SAMPLE TASKS

· Manage all front desk duties including ticket sales, matinee and touring bookings, season ticket sales, special event sales

· Assist with sales and marketing of group sales, school matinees, touring productions

· Serve as liaison to CVYC directors and parents
· Provide box office management

· Manage clerical and concessions sales supplies and inventory

· Office and clerical tasks as assigned

· Maintain booking contracts for The Oxford and work with clients on event planning

· Work with volunteers on staffing productions, community events, fundraisers and special events

· Other duties as assigned

VI. 
HOW TO APPLY

Submit application form from website (www.ecct.org), cover letter and current resume to ECCT by email to info@ecct.org or by mail or in person at 1814 Oxford Avenue  Eau Claire WI  54703.  Application deadline is Friday, August 27. Questions regarding this position may be directed to Executive Director Wayne Marek at info@ecct.org. 

