PENDRAGON THEATRE, Saranac Lake, New York

Job Description:  MANAGING DIRECTOR


 

Reports to:  Executive Artistic Director
Summary:  Responsible for management of Pendragon Theatre.  This includes fiscal, budgetary, fundraising, grant writing, building maintenance and construction, human resource management, and public relations. The Managing Director will work in support of the artistic director to ensure the implementation of the artistic direction in a fiscally responsible manner, and to increase the presence and visibility of the theatre in the community.
Major attributes and characteristics necessary:

1. Excellent verbal and written communication, interpersonal and relationship-building skills to effectively work with a variety of people and personalities; 
2. A passion for theater

3. Knowledgeable in theatre management and dynamics; 

4. Good managerial, financial and human resource skills;

5. Ability to work well under pressure, including being open to assisting in all duties that will assure the smooth operations of the theatre;

6. Computer literacy, especially Quickbooks, Word, and Powerpoint;
7. Ethical and morally responsible individual.

Fiscal Responsibilities:

1. Maintains theatre expenditures in alignment with the projected budget.

2. Communicates to the Board any unexpected or non-budgeted expenditures or trends. 

3. Oversees the timely payment of bills. Ensures that all donations, cash, bills and liens are appropriately logged and accounted for. 

4. Prepares the annual operational and capital budgets in cooperation with the finance committee.

5. Works with the Board Finance Committee to review monthly finances and provides a written monthly summary report to the Board.

6. Maintains open communication with the Board regarding line of credit and all potential fiscal liabilities.

7. Develops and implements contract agreements for all school programming (classroom, touring and other programs).
8. Prepares and distributes materials/reports for board meetings

Facilities Management

1. Identifies maintenance, reconstruction and construction needs of the theatre and apartment house and assures completion of approved projects.  Explores the most fiscally responsible resources to meet the planned change.

2. Assures compliance with Housing Contracts. 

3. Plans for and maintains occupancy of apartments in accordance with housing needs of theatre and revenue requirements.

Fundraising and Development Responsibilities:

1. Working with board, directs a fund development program that includes the annual appeal, foundation and corporate gifts, special events and planned giving 
2. Manages organizational membership database

3. Leads strategies and research to identify, prioritize, cultivate, solicit, recognize and steward all donors and prospects 

4. In close coordination with the Executive Artistic Director, builds and sustains relationships with current, new and potential grant-giving organizations and individuals 
5. Maintains advertising database. Solicits and collects ads and transmits them in a manner to allow timely production of season program

6. Acknowledges gifts, donations and advertisers.
Grants:

1. Maintains an accurate grants calendar and transmits this information monthly 

2. Prepares and submits grant proposals to NYSCA, NEA, NCREDC and other appropriate grant resources 

3. Researches new grant and funding opportunities 

4. Prepares and submits data and final reports as required to maintain grant eligibility

Operations:

1. Maintains clear and consistent communication with artistic director

2. Provides oversight for the day-to-day operations of the theatre, assuring appropriately assigned duties to individuals to ensure a smooth flow of daily activities.

3. Ensures the assignment of personnel according to their qualifications for the project to be completed.

4. Plans and delegates appropriate tasks to employees and volunteers.

5. Plans for future theatre events to ensure adequate human resources/volunteers

Public Relations

1. Works with local press for best possible coverage of shows.

2. Prepares and distributes press releases

3. Acts as emissary of Pendragon to local organizations such as Chamber of Commerce and Saranac Lake Art Works in order to advocate for Pendragon and the arts in general.

4. Oversees production of posters and other marketing materials

5. Develops written, photo, and video materials, stories, and statistics that demonstrate Pendragon’s work to funders and the community

6. Develops partnerships with other theaters, and with schools, in the north country
Human Resource Management:

Maintains a climate that attracts, keeps, and motivates a diverse staff of top quality people. 

1. Assures that, at the beginning of their employment, seasonal employees sign an agreement that delineates the theatres expectation of their responsibilities during the course of their employment (stage responsibilities, set breakdown, etc)

2. Annually evaluates employees and focuses especially on the employee’s goals and the match to the theatre’s goals and direction.  Develops individual goals for the next year.  Assists in the development of all employee job descriptions.

3. Educates and assists employees and volunteers, as needed, in all areas of theatre operations.

4. Implements (a minimum of) one monthly staff meeting with all employees to elicit input, share goals and directions of theatre and plan for events and venues.  Utilizes delegation of responsibilities taking into account skills of employees and needs of organization. 

5. Possesses current knowledge of Federal, State and Local employee regulations and assures compliance with same. 

Theatre Planning and Development:

1. Actively participates with the Executive Artistic Director during play selection to provide input on fiscal feasibility and scheduling. The MD should asses the season and calendar in terms of

a.) Financial viability;

b.) Maximization of seat sales;                        


c.)  Meeting Pendragon’s objectives; and             


d.)  Providing for artistic creativity in a fiscally responsible fashion.

2. Assists the Executive Artistic Director in financial feasibility and logistics including contracts for the hiring of appropriate performers and artists to meet the needs of productions.

3. Identifies new venues, including the educational initiatives already in progress, which will facilitate Pendragon Theatres reputation in Northern New York.

4. Active participant in Board Meetings, planning Retreats and Board Sub-Committees as feasible.

Annual Evaluation in September by the Executive Committee
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