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The Baytown Little Theater, Inc.
Job Description: Theater Coordinator

Hours: 15 - 20 hours/week average

Compensation:  $8.50/hour

Direct Report:  Board President

Qualifications:  Working knowledge of Word and Excel, basic knowledge of Quickbooks a plus but not required.  Ability to set up and maintain electronic and paper files, ability to set up and maintain invoicing system and AR reporting, good communication skills both written and oral, excellent telephone skills.

Education:  High School or equivalent, 5 years of experience in an office manager environment preferred.  

Responsibilities:  

Organize filing.  

Notify Board members of pending correspondence, particularly the officers.  

Organize, set up, and maintain electronic and paper files for capital campaign.  

Organize, set up, and maintain all paperwork and AR cycles for capital campaign, including correspondence.  
Organize, set up, and maintain all campaign materials including marketing materials, naming lists, 501(c)(3) forms, FAQ, folders, Design and Development document, and City Master Plan.  

Assist in setting up capital campaign solicitations. 

Enter new pledge forms into Donor Tracking Spreadsheet.
Send Donor acknowledgement letters & forms
Make sure Campaign Invoices are sent out in time.
Gather and get approval of bills and invoices for accountant/treasurer. 

Coordinate document changes with printer.  

Assist box office during show weeks with reservations/phone.  

Coordinate scheduling and execution for special theater events.  

Maintain and update website and website calendar. 

Maintain and update membership list and correspondence list.  

Maintain and update information requests from shows. 

Maintain lists, update lists, and coordinate group sales for upcoming productions. 

Develop and send monthly e-newsletter. 

Write and apply for grants.  

Attend all Board and Campaign Cabinet meetings.

Other duties as assigned. 

NOTE:  This position could grow into a Theater Manager position over the course of the next 1 – 3 years.  In the short term, this person could significantly increase their compensation through grant writing.

4328 Hugh Echols Blvd, Baytown TX 77521

P.O. Box 2022, Baytown TX 77522-2022

281-424-7617

baytown.littletheater.org
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