JOB DESCRIPTION

Job Title: Company Manager
Department: Programming
Reports To: Associate Director, Program Management

FLSA Status: Non-Exempt

Organization: The Apollo is a commissioner and presenter; catalyst for new artists, audiences, and
creative workforce; and partner in the projection of the African American narrative and its role in the
development of American and global culture.

Position Summary: As the Company Manager, you will be responsible for providing the essential
support required to maintain an efficient theatrical presenting profile for the Apollo Theater. This position
works in conjunction with the Programming Department in scheduling and coordinating all travel,
lodging, hospitality/catering and ticketing for all visiting artists each season. You will have specific
responsibilities in regards to each Apollo Mainstage and Soundstage Events.

Working closely with the Apollo Programming team, Events team and Project Stage Managers, you will
function as a liaison to the Production and Theater Operations departments. This position is an important
link between these departments and carries with it a substantial need for understanding of, and adherence
to, organizational hierarchy and appropriate communication pathways. High attention to detail and the
ability to work independently is essential.

Apollo values excellence and professionalism in all aspects of its company and public life. Integral to this
position is the demonstration of practical initiative; respectful, courteous and cooperative relationships;
affirmative, efficient and ethical working practices.

Essential Duties and Responsibilities include the following. Other duties may be assigned.

Logistical and Artist Services:
e Arranges and books travel and temporary local housing and on-site hospitality for Guest
Artists.
o Meets and greets guests; provides tour of Apollo facilities; assists with obtaining:
o Parking permits, hotel keys, phone lists, “rules of the house”, etc.
o CM remains available to Guest Artists via telephone for the duration of the Guest
Aurtists stay.
Prepares travel itineraries for guest artists as requested.
Orders and arranges hospitality for Guest Artists as directed.
Orders and/or shops and maintains inventory of utilized on a regular basis.
Manages and keeps records of all aspects of Artists contractual ticketing. Collects all
information and submits to Apollo box office. Distributes tickets to appropriate person.
e Assists in compiling information from Guest Artists or companies for Visa processing.
e Manages and maintains Amateur Night wardrobe.

Administrative:
o Researches, collects and maintains information on available local hotel options,
transportation companies and local catering vendors.



e Assists in compiling information to be included in information packets to be distributed
to Guest Artists and Staff.

e Maintains housing, travel, hospitality and ticketing expense budget. Provides a post-show
“close-out” report for each event. This includes project summaries, dressing room
assignments, rehearsal schedules, etc.

o Maintains housing, travel, hospitality and ticketing tracking document for each project
for the Programming season. Prepares reports on the status of all the above categories.

e Tracks and reconciles all Amex charges. Submits report to finance.

e Provide support for Programming Department with coordinating hospitality for internal
and public events and staff or guests travel/hotel needs, when required.

Quialifications:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily,
in a fast-paced work environment. The requirements listed below are representative of the knowledge,
skill, and/or ability required. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

Education/Experience:
e Bachelor’s degree required with 1-3 years of experience in a similar position preferred.
o Previous experience in theatre/production management or large-scale event coordination.
e Understanding of the various elements of the theatre process — production, technical and
performance.
Flexible schedule and ability to work evenings and weekends.
Excellent written and verbal communication skills.
Strong organizational and administrative skills — detail orientated.
Ability to work productively under time pressures and meet deadlines.
Ability to work independently and exercise excellent decision making skills.
High level of computer proficiency with knowledge of word processing, spreadsheets,
atabases, and graphics programs.

O e e e o o o

The above job description is not intended to be an all-inclusive list of duties and standards of the position.
Incumbents will follow any other instructions, and perform any other related duties, as assigned by their
supervisor.

COVID-19 VACCINATION
Full COVID-19 vaccination required as a condition of employment; however, reasonable
accommodations will be considered for medical- and religious-based reasons.

To apply, send a cover letter and resume to human.resources@apollotheater.org. Please include
the title “Company Manager" in the subject header of your e-mail.
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