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Title:  Wardrobe Supervisor
Reports to: Costume Shop Manager (CSM), Stage Manager (SM)
Classification: hourly, non-exempt.  Nights and weekend work required.

Responsibilities:  The Wardrobe Supervisor at The Boston Conservatory (TBC) reports to the CSM and SM.  The Wardrobe Supervisor is responsible for each production's costumes once they leave the Costume Shop and begin dress rehearsal.  Costumes may be defined as all costumes, jewelry, shoes, makeup, wigs and all other costume elements constructed, rented, or obtained as they relate to TBC production needs.  Productions include, but are not limited to, the Mainstage season. The Wardrobe Supervisor is additionally responsible to the Stage Manager when directly working on a production in tech, dress or performance.

Specific responsibilities: The responsibilities of the Wardrobe Supervisor shall include (but are not limited to) the following:

1.	In advance of first dress rehearsal, acquire familiarity with each show and its costumes.  Attend rehearsals as deemed necessary by the Costume Shop Manager/Stage Manager.  Meet with CSM and/or Costume Designer prior to each show, as deemed necessary by CSM, to become familiar with the costumes.  Working from Dressing Lists, develop quick-change plot with input from Stage Management regarding times and locations of changes, and create run sheets for dressers as needed.

2.	Assist actors with costumes prior, during, and after each performance.  Run all costumed performances on the Mainstage, including tech and dress rehearsals.  

3.	Proactively prevent costume issues by paying close attention to detail. 

4.	Choreograph and facilitate quick changes.  Inform the CSM and SM of need for quick-change booth(s) prior to first tech.

5.	Train student dressers as necessary, with consultation of the CSM.

6.	Communicate on a regular basis with CSM to discuss status of the show in performance and plans for the organization of costumes for upcoming productions.

7.	Arrive at daily show calls at least one hour prior to the actor's call, or as otherwise determined by the SM and/or CSM (determined by the needs for each performance).  On a weekly basis, provide a projected work schedule for the following week.  Alert the CSM to possible overtime situations and discuss if there are rescheduling possibilities.

8.	Perform/designate daily check-in of all costume pieces prior to actor half-hour.

9.	Clean, repair and refurbish all costume pieces as needed to maintain consistency of the original design.  Coordinate with CSM during tech/dress if there are any major alterations or problems, ASAP.  

10.	Act as liaison between actors/Stage Management and the Costume Shop during the run of a show.  As liaison, communicate concerns about quick changes as well as other difficulties pertaining to the running of costumes.

11.	Launder all necessary costumes after each performance (or before the next performance).

12.	Coordinate dry cleaning pick up and delivery as needed in consultation with Costume Shop Manager.

13.	Strike costumes to dressing rooms following quick changes and performance.  Perform/designate a final check-in of all costume pieces per dressing list.  Begin final laundering and preparation for final dry cleaning.  Sort by rental/borrow or TBC stock as indicated by the Wardrobe sheets, and as instructed by the Costume Designer and CSM.  

14.	Demonstrate competency in the safe operation of Costume Shop and wardrobe tools and machines.

15.	Maintain cleanliness of the wardrobe areas, a shared responsibility with others sharing your workspace.

16.	Maintain an inventory list of wardrobe supplies needed.  Share in the responsibility of restocking supplies by coordinating with the Costume Shop Manager. 

17.	Comply with alterations in the daily schedule as required by the production schedule.  The Stage Manager is responsible for break calls.

18.	Additional duties as assigned by the Production Manager, Stage Manager, and Costume Shop Manager.
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