Myrna Loy Center Job Description (Adjusted August 2006)

Technical Director and Media Director

¾ Time to full-time Employee reporting to Executive Director  

Salary: Hourly with full-time benefit (currently $500) package

Responsibilities

The Technical Director will:

1. Provide technical direction and technical support for Myrna Loy live performances.

2. Work with rentals to provide technical support.

3. Oversee technical supplies and inventory.

4. Be responsible for upkeep, order and cleanliness of the backstage and the dressing rooms.

5. Oversee hospitality needs of performers at Myrna Loy Center live events.

6. Upon occasion perform maintenance and building support tasks and oversee building issues such as maintenance of heaters, air conditioning, lights plumbing, sidewalks working with building facility staff.

7.  Provide programming support as requested by the Executive Director.

Media Associate

1. Develop programming for film working with filmmakers, professional organizations and community groups.

2. Oversee Myrna Loy Film Festival.

3. Work with Executive Director and Film Programmer on choosing films.

4. Hire projectionist with approval of the Executive Director and train, schedule, and supervise projectionists.

5. Develop procedures for projectionists and concession staff.

6. Oversee concessions including ordering and inventory.

7. Develop Media Education program as practical.

8. Maintain video editing lab.

9. Confirm shipping and make-up/breakdown/moving of films.

10. Work as a projectionist as needed. 

General

1. Learn basic box office procedures;

2. Attend weekly staff meetings.

