Myrna Loy Center Job Description

Residency and Film Programmer / Box Office Supervisor

Full-Time salaried Employee reporting to Executive Director 

Responsibilities

The Residency and Film Programmer will:  

1. Oversee school residency projects.

2. Act as an advocate for arts education in the community.

3. Develop and oversee arts education programming for the Myrna Loy Center.  

4. Be the Myrna Loy representative in the Artist in the Schools Partnership with Helena School District and the Kennedy Center.

5. Research, plan, and book film programs for two theaters with help from the ED and the Technical/Media Director selecting from best off-Hollywood fare, foreign films, indies, documentaries, animation, social issues pieces, notable films, and mainstream films with integrity.

6. Negotiate terms with distributors and oversee payment.

7. Produce materials for web, print, on-site advertising.

8. Attend weekly staff meetings.

9. Fulfill other basic staff responsibilities as needed.

Box Office Supervisor will:

1. Oversee the box office procedures.

2. Supervise box office staff.

3. Daily do receipt deposits.

4. Upon occasion serve as Box Office backup and support for live performance.

5. Supervise facility employee.

