CLASSIFICATION CODE:  8475

CLASS TITLE:  HIGH SCHOOL PERFORMING ARTS CENTER COORDINATOR II
ESSENTIAL FUNCTION:  Responsible for the overall coordination, including organization and production, of the performing arts center located inside McCracken County High School, ensuring a safe and functional environment that is conducive to learning and performance.
BASIC REPRESENTATIVE DUTIES/ESSENTIAL FUNCTIONS:

· Implements all rules and regulations, policies and administrative guidelines as adopted by the Board of Education.

· Fosters good school-community relations by keeping the community aware of and responsive to the school’s performing arts center programs.

· Organizes and schedules all events at the high school performing arts center.

· Ensures that the performing arts center is a safe and clean environment, including but not limited to following all fire and electrical codes, avoiding potential hazards for fire and electrical issues, properly locking down all technical systems to ensure they are only accessed by authorized personnel.
· Oversees the booking and day-to-day schedule of events and maintains an organized calendar so that all faculty and staff are aware of the availability of the theatre.

· Responsible for making sure the stage/house is prepared specifically for each event held, including focusing lights, checking sound, setting staging, etc.

· Performs regular maintenance on equipment to ensure it is safe, functional, and clean; repairs and performs troubleshooting on equipment as necessary.

· Responsible for overall cleanliness of the performing arts center in its entirety; works with custodial staff in keeping the house cleaned; fully responsible for stage area.
· Assists the principal in oversight of the budget for the performing arts center, which is expected to be the funding source for any parts or tools needed, unless an exception is granted by the principal or designee.
· Maintains a current inventory of all equipment and consumables related to the performing arts center; works with clerical staff to place regular and accurate orders from budget.  

· Works with third parties seeking to book events at the performing arts center, including showing the space, working through contracts and preparing for Board approval, preparing all equipment that is necessary for the event, and overseeing the event itself.
· Act as an audio/visual consultant for all other major events happening throughout the campus.

· Performs all duties listed above and other duties as assigned by immediate supervisor.

· Maintains a professional and appropriate appearance.

· Treats all individuals with fairness, dignity and respect.

· Maintains regular and predictable attendance.
· Adheres to the professional code of ethics.

· Follows all McCracken County Public School Policies and Procedures.  

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:

· Operation of theatrical equipment, sound and lighting equipment.
· Record keeping techniques.

· District and SBDM policies and procedures.

· Oral and written communication skills.

· Interpersonal skills using tact, patience and courtesy.
· Correct English usage, grammar, spelling, punctuation and vocabulary. 

ABILITY TO:

· Work independently with little direction.
· Establish and maintain effective working relationships with others.

· Meet schedules and time lines.

· Analyze situations accurately and adopt and effective course of action.

· Communicate effectively both orally and in writing.

· Work efficiently with many interruptions.

· Operate a variety of theatrical and performing arts center equipment.
· Make arrangements for meetings and scheduling events.

· Plan and organize work.

· Maintain a variety of files, records and logs.

EDUCATION AND EXPERIENCE:

Any combination equivalent to:  high school diploma, G.E.E.  Certificate or demonstrated progress toward obtaining a G.E.D. as required by Kentucky law.  Experience with theatre, performing arts centers, budget oversight and event-planning preferred.
PHYSICAL DEMANDS: ►
	
	Seldom/Rare
	Occasional

(up to 1/3 of work day)
	Frequent

(1/3 to 2/3 of work day)
	Repetitive

(2/3 or more of work day)

	Standing/Walking
	
	
	
	►

	Sitting
	
	
	►
	

	Handle/Finger/Feel
	
	
	►
	

	Reach/Push/Pull
	
	
	►
	

	Bend/Stoop/Crouch
	
	
	►
	

	Kneel/Crawl
	►
	
	
	

	Climb/Balance
	►
	
	
	

	Lift/Carry  

     (Check Frequency)
	
	
	
	

	►  Up to 10 lbs.
	
	
	►
	

	►  Up to 20 lbs.
	
	
	►
	

	►  Up to 50 lbs.
	►
	
	
	

	►  Up to 100 lbs.
	►
	
	
	

	►  Over 100 lbs.
	►
	
	
	


TERMS OF EMPLOYMENT:

In accordance with salary schedule established by the Board.

EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Classified Personnel.

The statements herein are intended to describe the general nature and level of work being performed by employees assigned to this job classification.  These statements are not intended to be a complete list of responsibilities, duties and skills required of personnel so assigned.  Responsibilities and duties assigned are at the discretion of the supervisor.
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Date

Print Name

