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Photographer & Social Media Coordinator 
K$/85&@)L8#"%B21*%M)!"#$%&'"(&)4-$2%)O>%*+C)S$8%$)T/E"5'$(P)
 
1. Develop Publicity Calendar, outlining all deadlines and goals for the year (including 

season announcements, ticket launches, event promotions, weekly/monthly features, 
Instagram takeovers, etc. – in consultation with Chair & House Managers) 

 
2. Take, gather, compile, and edit photographs of departmental events. This includes: 

• Consult with faculty/staff regarding photo opportunities in upcoming 
workshops, classes, rehearsals, etc. 

• Solicit images and other materials from students, staff, and attendees 
• Request permission (to print, post, & tag) from image subjects and related 

groups 
• Organize images and share with Chair 

 
3. Plan and coordinate social media and other departmental publicity, including: 

• Collect & share social media content, including images, stories, events, etc. 
• Arrange social media “takeovers” and other publicity strategies 
• Network with related individuals/groups/institutions 

 
4. Administer WC Theatre & Dance Facebook, Twitter, Instagram, and other social 

media accounts. This includes: 
• Maintain links among various online accounts & profiles (with Chair & House 

Managers) 
• 
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Graphic Designer 
K$/85&@)L8#"%B21*%M)>%*98/&2*();$($3"%)O>%*+C)S$8%$)T/E"5'$(P)
 
1. Develop Graphic Design Calendar, outlining deadlines and goals for the year. 
 
2. Create posters and programs for all Theatre & Dance productions. This process 

includes: 
- acquiring production information from producers / faculty 
- graphic design & layout 
- proofreading & copy editing 
- soliciting feedback from producers / faculty 
- completing requested edits 
- submitting final versions for digital archival, printing, and social media 

 
3. Retrieve printed posters; distribute / hang posters in town and on campus. Maintain 

and update poster distribution list. 
 
4. Retrieve and deliver printed programs to House Managers. Manage reprints, as 

needed. 
 
6. Create and distribute posters for other departmental activities, such as Drama Drafts 

and SCE Mixers. 
 
7. Generate other graphic materials needed by the department (for social media, website, 

etc.) 
 
8. Mentor incoming student employee(s) and maintain job memo document, outlining 

specific duties, practices, and FAQs of this position.  
 
5. Other duties, as assigned, including periodic meetings. 
 
 
*Experience with 
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Costume Shop Manager 
K$/85&@)L8#"%B21*%M)!"#$%&'"(&$5),"/-(2/$5)!2%"/&*%)OW$(($-)!HT52$P)
 
1. Maintain the Costume Shop, including: 

• Keep shop tidy, organized, and clean 
• Initiate and complete new organizational projects 
• Consult with TD / Production Manager about supplies and resources 
• Maintain/update Costume Rental Forms & other shop paperwork 
• Maintain Wardrobe Kit 

 
2. Inform & instruct the department regarding Costume Shop policies, including: 

• Run the Costume Shop Top-of-Semester Production Orientation Workshop 
(2nd weekend of each semester) 

• Visit Directing, Adaptation, Devising, Advanced Acting, and other classes (as 
needed) to explain sign-out policies and arrange dedicated shop visitation time 

 
3. Manage all costume rentals and returns, including: 

• Meet with directors, costume designers, stage managers, and costume 
assistants to view inventory and pull costume pieces 

• Sign costumes in and out to designated individuals 
• Inspect, maintain, and launder returned costumes 
• Follow-up as needed regarding late returns, missing pieces, etc. 
• Report significant damage or missing pieces to Technical Director 

 
4. Oversee costume-
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8. Additional duties, as assigned, including weekly meetings. 
 
 
*Experience with costumes is encouraged but not required. 
)
Q,-")L-*#);$($3"%)
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Property Shop Manager 
K$/85&@)L8#"%B21*%M)!"#$%&'"(&$5),"/-(2/$5)!2%"/&*%)OW$(($-)!HT52$P)
 
1. Maintain the Prop Shop, including: 

• Keep shop tidy, organized, and clean 
• Initiate and complete new organizational projects 
• Consult with TD / Production Manager about supplies and resources 
• Maintain/update Prop Rental Forms & other shop paperwork 

 
2. Inform & instruct the department regarding Prop Shop policies, including: 

• Run the Prop Shop Top-of-Semester Production Orientation Workshop  
(2nd weekend of each semester) 

• Visit Directing, Adaptation, Devising, Advanced Acting, and other classes (as 
needed) to explain sign-out policies and arrange dedicated shop visitation time 

 
3. Manage all costume rentals and returns, including: 

• Meet with directors, props coordinators, stage managers, and assistants to 
view inventory and pull props and prop crafting supplies 

• Sign props in and out to designated individuals 
• Inspect, maintain, and clean / repair returned costumes 
• Follow-up as needed regarding late returns, missing pieces, etc. 
• Report significant damage or missing pieces to Technical Director 

 
4. Oversee prop-related aspects of all departmental load-ins and strikes, including:  

• Load-Ins: hand over signed-out props (including lock-up props), answer 
questions, and address any concerns; help setup prop tables, as needed 

• Strikes: receive and restock all borrowed / purchased prop items 
• L&89"(&)L-*#);$($3"%1)'$@)'211)*(")5*$9Y2()$(9I*%)1&%2E")#"%)1"'"1&"%A)F2&-)

$9B$(/")#"%'2112*()*+)&-"),"/-(2/$5)!2%"/&*%C 
 
5. Maintain regular availability and timely communication for prop shop appointments 

and drop-ins, including: 
• Scheduling & communicating 3-5 consistent weekly “shop hours” 
• Responding promptly (within 24 hours) to requests for shop appointments  

 
6. Mentor incoming student employee(s) and maintain job memo document, outlining 

specific duties, practices, and FAQs of this position.  
 
7. Additional duties, as assigned, including weekly meetings. 
 
 
*Experience with props is encouraged but not required. 
)
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Q,-")L-*#);$($3"%)#*12&2*(1)%"R82%")/*(121&"(&)$B$25$7252&@)*()L$&8%9$@)(23-&1)$(9)
L8(9$@)'*%(2(31)&-%*83-*8&)&-")@"$%C)J)+855)L"$1*()4$5"(9$%)21)$B$25$75")+%*')&-")
>%*98/&2*();$($3"%C)
)
QL-*#);$($3"%1)"(%*55"9)2(),WTV==)1-*859)/*(&$/&)&-")2(1&%8/&*%)98%2(3)&-")+2%1&)<)
F""E1)*+)&-")1"'"1&"%)&*)'$E")$//*''*9$&2*(1)&*)&-"2%)1&%2E"I5*$9Y2()%"R82%"'"(&1C))
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• Strike: supervise lighting/sound/projection rep plot restoration 
• L&89"(&)L-*#);$($3"%1)'$@)'211)*(")5*$9Y2()$(9I*%)1&%2E")#"%)1"'"1&"%A)F2&-)

$9B$(/")#"%'2112*()*+)&-"),"/-(2/$5)!2%"/&*%C 
 
7. Oversee other lighting/sound/projection-related departmental activities, including: 

• Supervise work calls and other events in the lighting shop 
• Help run lighting-related work calls (including focus) in Tawes and Decker 
• Assist with other lighting/sound/projection-related departmental 

programming, such as instructional workshops 
 
8. Maintain regular availability and timely communication for lighting shop 

appointments and drop-ins, including: 
• Scheduling & communicating 3-5 consistent weekly “shop hours” 
• Responding promptly (within 24 hours) to requests for shop appointments  

 
9. Mentor incoming student employee(s) and maintain job memo document, outlining 

specific duties, practices, and FAQs of this position.  
 
10. Additional duties, as assigned, including weekly meetings. 
 
 
*Experience with lighting, sound, and/or video is encouraged but not required. 
)
Q,-")L-*#);$($3"%)#*12&2*(1)%"R82%")/*(121&"(&)$B$25$7252&@)*()L$&8%9$@)(23-&1)$(9)
L8(9$@)'*%(2(31)&-%*83-*8&)&-")@"$%C)J)+855)L"$1*()4$5"(9$%)21)$B$25$75")+%*')&-")
>%*98/&2*();$($3"%C)
)
QL-*#);$($3"%1)"(%*55"9)2(),WTV==)1-*859)/*(&$/&)&-")2(1&%8/&*%)98%2(3)&-")+2%1&)<)
F""E1)*+)&-")1"'"1&"%)&*)'$E")$//*''*9$&2*(1)&*)&-"2%)1&%2E"I5*$9Y2()%"R82%"'"(&1C))
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Scene Shop Assistants (3 People) 
K$/85&@)L8#"%B21*%M)!"#$%&'"(&$5),"/-(2/$5)!2%"/&*%)OW$(($-)!HT52$P)
 
1. Fabricate, install, repair, paint, dress, and strike scenic elements for all departmental 

productions (in consultation with TD and designers). 
 
2. Attend and help supervise departmental tech labs, work calls, load-ins, strikes, 

workshops, and other scenic-related departmental events. 
• J&)5"$1&)*(")L/"(")L-*#)J1121&$(&)'81&)7")#%"1"(&)$&)"B"%@)L4T)1&%2E"C)
• J55)L/"(")L-*#)J1121&$(&1)'81&)$&&"(9)$55)+$/85&@)1-*F)1&%2E"1C 

 
3. 


