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Detailed Job Description





Memorial Auditorium Manager


	JOB TITLE
Memorial Auditorium Manager
	SUPERVISOR RESPONSIBILITY
Technical Director, Office Manager, Building Maintenance Worker, Custodian, Part Time Event Workers
	DIVISION/DEPARTMENT
Parks and Recreation

	LOCATION
503 N. Pine Street

Pittsburg, KS   66762
	Exempt
X Full-time: 40 Hours
	DATE WRITTEN
August 8, 2007 REVISED 12/13/16, 7/27/2017

	REPORTS TO
Administration

	SALARY
40,687 – 63,960
	EXPERIENCE (3 – 5 Years)
Any combination of education and experience equivalent to a Bachelors in Business Administration, Event Management, Marketing, or related field and three to five years of experience in municipal auditorium/theatre, or progressive entertainment management and theatre staff management. 

	OVERTIME EXPECTATIONS
As required. 
	OVERTIME PAY/TRAVEL REQUIREMENTS
 
	BENEFITS
Per Employee Manual

	JOB OBJECTIVE 

Performs administrative work involving planning, developing, coordinating, and supervising and management for MACC used for: cultural programming, arts, community festivals, regional events, special events, and rental. Fosters community and regional relations and establishes and maintains relationships with civic organizations. Markets and communicates the availability of MACC within the community and regionally. Arranges various aspects of events, maintains flexible work schedule to attend events as required. Supervises work of subordinate support personnel. 

	ESSENTIAL FUNCTIONS 
· Plans and implements programs and marketing for the facility which conform to City goals and objectives.
· With staff, plans the annual master calendar of events keeping in line with at least one year in advance planning for major ongoing or new events.

· Oversees the master calendar for use in marketing of events; obtains advertisers and negotiates advertisement rates.

· Coordinates media placement and printing of various brochures, articles, and schedules; coordinates distribution of printed material.

· Develop and implement special projects that increase MACC’s community and regional presence.

· Determines target markets to expand audience base; decides how market will be reached such as use of direct mailings and/or print, social media, television or radio advertisements.

· Develops sponsors for events, special programs and support functions.  
· Attend and participate in appropriate local and regional arts and cultural advocacy issues and meetings.

· Attends events in order to interact with public and respond to minor problems and /or questions.

· Managing, planning, and maintaining the facility.
· Oversee the hiring, training, supervision of activities, evaluations (as needed and annually), communications, and retention of all MACC staff.
· Approves negotiated contracts of rental costs taking into account technical, security and/or other requirements for planned events.

· Approves rental applications that have been completed by the Technical Director or Office Manager.

· Approves fees and charges and adjusts on an annual basis according to industry standards.

· Researches stage attractions designed to meet the community’s tastes and needs.

· Determines and coordinates physical maintenance of facility, taking bids when needed.

· Maintain inventory of point of sale items and facility equipment.

· Provides assistance and information to outside organizations regarding facility use and capabilities.  

· Writes Grant applications and oversees existing grants

· Coordinates conferences and/or requested services including reserving conference rooms, determining catering needs, preparing conference materials, tracking various expenditure and revenues, collecting fees and maintaining necessary records.

· Coordinates, determines and/or arranges physical maintenance of facility as required.

· Maintains inventory of facility/department equipment.

· With the Technical Director, books stage attractions designed to meet the community’s tastes and needs.

· Assist the Department Head with developing, administering, communicating changes, and monitoring the annual budget of MACC including sales tax and rental revenues, expenses and cash carry over.
· Develop, budget, and implement all advertising and marketing for events/activities at MACC.
· Maintains and updates Capital Outlay lists for future projects.

· Reviews individual event budgets to determine profit/loss.

· Set annual goals and objectives for MACC.
· Writes and reviews policies.

· Prepares for and facilitates Advisory Board meetings.

· Reports to the City Commission when necessary.



	KNOWLEDGE, SKILLS AND ABILITIES REQUIRED
Knowledge of:

· The methods and practices used to plan, organize, schedule, and direct specialized arts/cultural programs
· Community needs and issues related to organized arts programs for children and adults
· The principles and practices of arts and educational program management
· The theories and principles of public relations
· Principles and practices of arts program and arts facility management
· Presenting of professional performing arts artists and contract negotiation
· Local communications media and techniques for effective advertising and promotion
· Budget preparation, justification, fundraising, grant-writing, and management methods
· Facility Maintenance, particularly building systems
Ability to:

· Oversee the planning of special events and evaluate program effectiveness and participation
· Represent the City in public relations/liaison capacity on matters relating to events
· Represent the City with the Kansas Creative Arts Industries Commission, Arts Midwest, local Arts Council, Convention and Visitors Bureau, Chamber of Commerce, Rotary, local schools, etc.
· Practice effective listening and effective communications with employees, citizens, and other interested individuals/groups of varying educational and sociological backgrounds and values
· Negotiate and exercise responsibility for facility use contracts including shared use agreements with other agencies and individuals
· Develop and implement methods and procedures for improved cost-effectiveness and participation by the public and associated organizations
· Effectively resolve public relations and disciplinary problems, and deal tactfully and courteously with the public and staff
· Conduct special information tours for members of the press, citizen groups, and donors with regard to publicity and fundraising
· Represent MACC at national, state, and local professional organizations to enhance MACC's involvement in and commitment to the community as both a resource and provider
· Research potential funding prospects and monitor progress
· Prepare and write formal fundraising proposals tailored to individual, corporate, or foundation donors
· Provide advice on developing, marketing, and producing fundraising events and projects to assure appropriateness of these events to the various oversight boards, MACC, and the City
· Advise boards and committee members about specific calls, contacts, and foundation research
· Establish professional contacts with potential donors, performers, user groups, and other artists, as well as the staff of similar facilities
· Secure donations or volunteers for specific programs
· Communicate with Department Head, as needed, on issues involving budget, maintenance, staffing, marketing, grants, time off, etc.
· Hold weekly meetings to assure MACC’s management and staff is aware of weekly activities, maintenance needs, absences, etc.
· Communicate with staff daily for information on projects, stage events, rentals, etc.
· Set and define clear goals for MACC staff (daily, weekly and long term) and take appropriate action if those goals are not being met
· Access reports in software to make/look up reservations, handle POS transactions and sell tickets as needed
· Give reports to MACC’s Advisory Board regarding facility budget, usage, maintenance, etc.
· Facilitate staff roundtable discussions to integrate staff in all levels of planning and presentation
· Exercise initiative and judgment in the improvement, development, and conduct of theater/plaza complex programs within the context of the City Code of Ethics and MACC mission statements.

	WORK REQUIREMENTS: The environment characteristics described here are representative of those an employee encounters while performing essential functions.

Most work performed in an office environment, may assist with set up and/or moving tables, chairs, and scenery.  

	CORPORATE RELATIONS/CONTACTS
Interaction with other City employees and vendors on a regular basis. External contacts include local civic and governmental agencies and the general public on a regular basis.

	PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Communication:  Communicates with the general public, other City employees, vendors, management, contractors, architects, members of the design team, public officials, arts and entertainment professionals and their business representatives, educational institutions, downtown business representatives, in order to promote and educate their representatives about MACC and associated programs and services. Prepares written documents and professional papers and articles in order to provide information relating to the facility. Provides interviews with electronic and print media; makes presentations to professionals in the arts and entertainment field, as well as to other interested groups for the purposes of informing, instructing, and/or persuading citizen groups, service organizations, other City personnel, boards regarding MACC’s vision, policies, and processes Instructs and trains subordinates regarding City policies, facility use guidelines, marketing, event management, advocacy and  serves as the primary liaison to outside user groups.

Manual/Physical: Reviews the work products of others to ensure compliance with standard operating procedures, including adherence to facility health and safety regulations. Inspects, monitor, and evaluates information and work-related conditions (facility, theaters, back-of-house, equipment, and exterior safety and cleanliness) to determine compliance with prescribed operating, safety, and security standards. Prepares and updates schedules, graphs, or similar charts (fundraising and marketing trends, attendance trends, budgetary information), to explain, make public presentations, and educate target populations. Plans, organizes, and directs the activities of MACC. May need to assist with preparing for and setting up conferences by moving tables, chairs and other supporting equipment as well as theatre scenes and equipment.
Mental: Supervises and evaluates the administrative and manual work of subordinate personnel, including work with plays, concerts, movies, public/special events, festivals, and rentals; and prioritizes own administrative work. Resolves procedural and operational problems pertaining to personnel management, facility operation, and program delivery, by interacting with staff, outside contractors, non-profit support groups, and business entities

Develops policies and procedures, short- and long-term objectives and plans for MACC and other associated City arts programs and services. Conducts research and analyzes data (e.g., budgetary, marketing, ticket sales, patron attendance, fees/charges, fundraising, surveys, economic impact, etc.), to develop facilities and programs, and prepare budgets; and set priorities, set fees, and monitor revenue centers
Regularly use speaking/talking skills, walking, hearing and visual acuity; frequently standing, reaching, handling, fingering, and touching, occasionally climbing, stooping, kneeling, crouching, driving, twisting or squatting.  Periodically lift, push/pull up to 20 pounds.


The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties, and skills required of personnel so classified in this position. This job description is subject to change as the needs and requirements of the job change.
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