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        JOB DESCRIPTION
JOB TITLE: Lighting Supervisor




POSITION NUMBER:
DEPARTMENT: Production




POSITION ID:
Reports to: Conservatory Production Manager

GRADE:  





EMPLOYMENT CATEGORY: Full time exempt
FLSA STATUS:
PREPARED BY: 
Don Curioso, Production Manager
EFFECTIVE/UPDATE DATE: February 2020
POSITION SUMMARY: 
Evaluates lighting plans for all Boston Conservatory Theater and Zack Box Theater events for feasibility.  Executes all lighting, and electrical requirements for Boston Conservatory Theater and Zack Box productions (Zack Box load ins and strikes can be alternated with Production Technicians).  Communicates with guest designers and guest artists regarding needs for each event. Works with Conservatory Assistant or Associate Production Manager/TD (APM/TD) and Production staff to execute special effects.  Maintains Conservatory lighting inventory and supplies and does general repairs as needed.  Ensures the Conservatory electrics shop is adequately stocked with basic materials and all equipment is in good repair. May order and procure materials as requested by Production Management. Works with the Conservatory Production Department Heads in coordinating and supervising all lighting work calls.  Supervises all Conservatory Theater and Zack Box Theater hangs, focuses and lighting strikes, consisting of both production technicians and student labor (supervision of Zack Box load ins, focus and strikes can be alternated with production technicians). Regularly interfaces with supervisor to ensure that budgetary and deadline problems are addressed in a timely manner.   

ESSENTIAL FUNCTIONS/PRIMARY DUTIES AND RESPONSIBILITIES:
· Works with the Conservatory production department heads in setting the stage work schedule for the season (i.e., when specific shows will be loaded in and struck, how much labor is needed, etc.). Attends strike of each production. Strike coverage may be alternated with Production Electrician.
· Executes and/or arranges for all Boston Conservatory Theater and Zack Box lighting needs during the build phase of each production in relation to each production’s established artistic needs and the overall production schedule. Supervises all Conservatory lighting related stage activity.
· Trains and supervises the Conservatory student workforce (lighting) during production. Trains show lighting crew on responsibilities, channel check, including how to run light board and followspots.
· Ensures that all Boston Conservatory Theater and Zack Box Theater work calls are thoroughly planned and adequately staffed (with both students and production technician labor as needed).  
· Follows procurement and contracting procedures as set forth by Management.

· Ensures that proper safety measures and adequate housekeeping are observed by all under their direction. Enforces all applicable EPA, USITT and OSHA standards in the workplace.  Need to adhere to Boston Fire Department codes.
· Informs supervisor and initiates corrective action when potential conflicts arise.
· Communicates with lighting designers, guests, school departments regarding lighting needs for each event.

· Works with Conservatory Production Management to assign workers to Boston Conservatory Theater and Zack Box Theater events such as music concerts, orientation, guest artists, summer programs, etc.  May need to establish lighting for these events which might require writing cues or recording sub-masters. Use of Production Technicians can be discussed with supervisor.
· Sets up light board at tech tables for technical rehearsals in Boston Conservatory Theater. Moves board back to booth before final dress rehearsal, date decided during tech process.
· Attends Boston Conservatory Theater Technical and Dress Rehearsals as scheduled by supervisor to resolve technical difficulties encountered as well as to evaluate progress and functionality in planning the next day’s work. Sharing of this can be done with production electrician. Zack Box Theater tech and dress rehearsals to be determined with Production Management. 
· Ensures that all Boston Conservatory Theater lighting production notes are done prior to the next rehearsal.

· Stocks Conservatory shop and evaluates the condition of all Boston Conservatory Theater equipment following each production run; takes necessary action as appropriate including repair if possible.
· Inspects Conservatory lighting control, house lighting, and dimming systems. May work with other Conservatory Academic Affairs staff in advising on the lighting systems or purchase of equipment in other Conservatory managed venues.

· May serve as lighting supervisor for Boston Conservatory Theater and Zack Box Theater rentals and guest artists.

· Works in rotation with Production Department staff to act as Manager on Duty for use of the Boston Conservatory Theater by Renters and guest artists. 

· Maintains safe and clean workspace.
· Performs other duties that enhance institutional professionalism and/or academic needs.
MINIMUM JOB QUALIFICATIONS:
Bachelor’s degree and a minimum of 2 years as master electrician or assistant required.  Experience required in electronics, Vectorworks, Lightwright, stage rigging systems, ETC Eos Technology, and supervising students or volunteers.  Experience with basic lighting design preferred.  Must be able to work independently, regularly lift objects of up to 40 lbs, and climb ladders up to a height of 24 feet.

SUPERVISORY RESPONSIBILITIES: 

Supervises Production Electrician, Production Technicians, Student workers.
WORK ENVIRONMENT: 
Boston Conservatory Theater, production office, Zack Box theater. 
	SPECIAL WORKING CONDITIONS, PHYSICAL REQUIREMENTS, ETC. (Responsible for on-call, 24 HR. coverage, etc.):

	Nights and weekends required. On call during production cycles when not on site.
Must be able to lift objects of up to 40lbs and climb ladders up to 24 feet.




	External and internal applicants, as well as position incumbents who become disabled as defined under the Americans With Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with the assistance of a reasonable accommodation to be determined by management on a case-by-case basis.


DISCLAIMER: (THIS WILL REMAIN FOR ALL JOB DESCRIPTIONS)
The above information on this description has been designed to indicate the general nature and level of work performed by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees assigned to this job.  Requirements are subject to possible modification to reasonably accommodate qualified individuals with disabilities.  This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.[image: image2][image: image3]
