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JOB DESCRIPTIONS 

ORGANIZATIONAL - The Standing Season Committees 

The chairpersons of these committees are selected by the Board to supervise all 
activities in their areas for the production year. According to the nature of the 
committee, the chairperson may appoint permanent committee members to 
serve for the year, and assigns chairpersons for particular aspects or events. 

BENEFITS 

The House may be sold to groups on special evenings.  Potential dates, rates, 
and seating capacity are established by the Board of Trustees. The benefits 
chairperson coordinates such sales on behalf of the Board, makes arrangements 
and provides for a Village Players member to serve as liaison to the purchasing 
group. 

BOX OFFICE / RESERVATIONS 

The Reservation/Box Office Chairperson is responsible for the taking of 
reservations and the sale of tickets for all regularly scheduled shows. The 
chairperson for each show updates the message on the answering machine and 
records all ticket orders. At each performance, the Reservation/Box Office Crew 
staffs the box office and takes the tickets at the door. Following each show, the 
Chairperson deposits the money, completes the report forms and submits these 
to the treasurer. The Reservations/Box Office Chairperson is also responsible for 
the printing of the tickets. 

HOUSE AND GROUNDS 

The Players own and operate their entire physical plant, including the parking lot. 
Every member is on this committee in the sense that each one of us has the 
responsibility for keeping things picked up and the place neat for the next person. 
This includes putting bottles away, washing coffee cups, disposing of trash, etc. 
Each back stage committee is responsible for the total cleanliness of its work 
area, but the House and Grounds committee has the responsibility and authority 
for cleanliness in the entire building, from the standpoint of health, safety, and fire 
protection. 

The actual members of the committee take care of necessary operation, 
maintenance, and repair of the physical structure, building facilities, and grounds 
around the building. This may include maintenance, painting, plumbing repairs, 
landscaping, heating operation, snow removal, etc. Much of this is on a do-it-
yourself basis. This committee is not responsible for stage facilities - only the 
lighting throughout the building other than on stage. 

The committee delegates some of its responsibility to the Stage Manager for 
show nights or to a social event chairperson for the time of that event.  

Keyless entry codes are available for all members in good standing. Whoever 
opens up the Playhouse has a similar responsibility to see that it is properly 
closed up and all lights  are turned off. Problem situations should be reported 
immediately to the House and Grounds Chairperson. Property within the building 
must not be removed without approval of the Board. 
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HISTORIAN/ARCHIVIST 

The Historian/Archivist takes care of current and past photograph scrapbooks, 
archives each issue of The Prompter and the video/DVD of each show.  

MEMBERSHIP 

This committee checks applications for membership received at any time of the 
year. This committee informs The Prompter editor of completed applications as 
the monthly newsletter is prepared. This committee also handles all member 
status changes. 

PLAY READING 

This committee reads, studies, selects and submits for Board approval, a 
balanced slate of plays for production the following year. 

The chairperson of this committee is approved by the Board of Directors. 
Committee members serve a two-year term; on a rotating basis, half the 
members fo the committee are retired/replaced each year.  One year of 
membership within Village Players is required in order to serve on this 
committee.  Refer to the PDP (Policies, Deadlines, and Procedures manual) for a 
detailed description of the Play Reading Committee’s responsibilities. 

PROGRAMS 

The Programs Chairperson is responsible for the design, layout, copy and 
production of all show programs using information supplied by the individual 
show producers. The committee is also responsible for all supporting advertising 
sales, materials and billings associated with the program, as well as all other 
program information as directed by the Board. 

PROMPTER NEWSLETTER 

THE PROMPTER is the official newsletter of Village Players. It is published 
monthly, except in the summer, when a July/August edition appears. The Editor 
is responsible for collecting and organizing the materials to be published each 
month following the regular Board meeting, working closely with designated 
board representatives and other key personnel such as show producers, etc. 

When completed, the Editor sends The Prompter by e-mail to online members, 
and delivers the material to the printer for timely publication of mailed issues, 
which are sent first class to ensure timely delivery. 

PUBLICITY 

This Chairperson is responsible for arranging coverage for all Players events by 
sending press releases to all major newspapers and radio stations at least three 
weeks prior to any Player’s public function. The chairperson additionally consults 
with the Director about news photos during rehearsal and meets with the 
photographer, providing a fact sheet and any assistance needed. A publicity 
scrapbook is also maintained. 
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SEASON TICKETS 

The Season Ticket Chairperson, together with the Board coordinator and Box 
Office chairperson, is responsible for the development and printing of the season 
ticket brochure. The Chairperson compiles the mailing list for season brochures 
and also coordinates the mailing and distribution of the brochures.  This person 
accepts the orders for the season tickets, deposits the receipts, sends copies of 
the deposit slips to the treasurer and mails the tickets to ticket holders.  The 
Chairperson prepares a list of season ticket holders for the Reservations/Box 
Office Committee. 

SOCIAL 

One of the very special benefits of Village Players membership is the active and 
rewarding social season each year.  It is the responsibility of this committee to 
arrange for, decorate, publicize and service all social events of the year, i.e.: 
Holiday Party, Birthday Party, Potlucks/Closed Shows, Afterglows, Picnic, and 
any other social events planned by the Board.  Each event is expected to be self-
supporting. The Social Committee is responsible for set up and clean up. 

PREVIEWS 

This committee is responsible for managing and hosting the Preview audiences.  
Senior Citizen groups and others are invited to attend preview performances free 
of charge. 

USHERS/CONCESSIONS 

The Usher/Concessions Committee provides five to six persons whose duties are 
to greet patrons, pass out programs and assist people in finding their seats. The 
ushers then serve concessions before the show and during intermission for all 
regularly scheduled performances. The receipts from concessions are combined 
with those from box office and forwarded to the treasurer for deposit. The Head 
Usher remains in the lobby throughout the performance to assist in emergencies, 
turn lobby lights on and off, assist any late-comers and assure the security of the 
coats. All ushers should be vigilant to the needs of the patrons. 

BACKSTAGE - The Show Chairpersons 

Backstage is the heart of the matter, whether the effort takes place during 
performances or preparing for them. It is estimated that it takes 10.3 people in 
the wings to put one person on the stage. In short, there is no show without 
backstage "go"! 

GROUND RULES - for All Show Chairpersons: 

Although each backstage department functions a little differently, the following 
ground rules apply to all of them: 

1. Budgets are provided by the Board and each Crew chairperson is 
expected to  maintain costs at or below the budgeted amount. Ascertain 
your budget from the Producer. 

2. Annotate the script and prepare notes for discussion with the Director. 

3. Attend any production meetings arranged by the Producer. 

4. Assemble your Crew from a list compiled from the involvement forms, 
including  new members whenever possible. Schedule staff for show 
nights. 
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5. Personally attend rehearsal and production nights as necessary. 

6. Hold a meeting of all your Crew members prior to Long Sunday, to brief 
and instruct them on procedures and work schedules. 

7. Be sure to give the Producer a correctly spelled list of names of all your 
Committee members and acknowledgments for the program. 

8. Remember that you yourself are an amateur, and make allowances for the 
problems and failings of your amateur co-workers. 

9. After Production, remove from the Playhouse and return in good condition 
all borrowed or rented items.  Clear the stage and store all Players’ 
property. 

Additional Chairperson’s Responsibilities: 

COSTUMES 

1. Cover the ground rules as set forth above. 

2. Confer with the Director to establish the period, season, mood, and 
special effects (s)he would like. 

3. Assign and supervise workers in the following areas: 

a. Research and Design: Check source material for authenticity or 
bright ideas. Plan and design costumes for effect and overall 
coordination. 

b. Production: Check the cast for measurements and availability of 
wardrobes, making what needs to be made. 

c. Procurement: Drive to Outer Mongolia to rent or borrow costumes, 
materials, and accessories. 

d. Dressers:  When needed, they are vitally necessary to assist the 
Cast in getting in and out of costumes on cue, and to assist 
Properties in providing the actors with items to be carried on stage. 

4. Submit expenses to Producer as incurred, within ten days of play closing. 

LIGHTS 

1. Cover the ground rules as set forth above. 

2. Confer with the Director to establish the season, mood, and special 
effects (s)he would like. 

3. Assign and train personnel for adequate lighting on each production night 
and for technical rehearsals as called for. 

4. Instruct Committee members to treat the delicate and costly lighting 
equipment with due respect, and to make changes and adjustments of the 
light board only under your supervision. 

5. Give audience warning cues prior to the start of the show and to opening 
the curtain after intermissions. 

6. After production, leave stage lighting system available for rehearsals 
which may follow. 

7. Submit expenses to Producer as incurred, within ten days of play closing. 
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MAKEUP 

1. Cover the ground rules as set forth above. 

2. Confer with the Director to establish the period, mood, and special effects 
needed. 

3. Check supplies and purchase any special makeup needed for your 
productions. 

4. Study individual facial requirements, experimenting if possible, before 
Long Sunday and prepare makeup diagrams for each performer when 
required. 

5. Clean makeup room before and after each performance. 

6. Advise actors as to the time they are expected in the makeup room on the 
nights of performance, either in order of appearance, or degree of 
difficulty. 

7. Assign one committee member to be in the makeup room throughout the 
performance to assist with touch up and makeup changes as needed 
during the show. 

8. Submit expenses to Producer as incurred, within ten days of play closing. 

PROPERTIES/HAND AND STAGE 

1. Cover the ground rules as set forth above. 

2. Confer with the director, lights, scenic and costume chairpersons on color, 
mood and period. 

3. Furnish all movable objects on the set, and all objects handled by actors, 
excluding flats. 

4. Cover every rehearsal as soon as possible by one or more members of 
your committee. While final working props may not be available until Long 
Sunday, substitute items can be used earlier, in order to give the props 
workers and the performers a sense of timing security. 

5. Post backstage list of every prop in order of its appearance and removal. 

6. Enlist the help of the Stage Crew in handling heavy props;  cast members 
may help with set changes as appropriate.. 

7. Submit expenses to Producer as incurred, within ten days of play closing. 

SCENIC 

1. Cover the ground rules as set forth above. 

2. Confer with the Director about appearance of the set relative to wallpaper, 
landscape, curtains, wall art, etc. 

3. Work with the Stage Manager to coordinate around set construction. 

4. Submit set sketches and mock up for the approval of the Director. 

5. Enlist and recruit personnel for painting and detailing. 

6. Personally attend all work nights to supervise and cooperate with 
Properties Committees. 

7. Submit expenses to Producer as incurred, within ten days of play closing. 
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SET CONSTRUCTION 

1. Cover the ground rules as set forth above. 

2. Confer with the Director and set designer about exits, entrances, blocking 
dependent on the set, as well as period and mood. 

3. Set designer must submit set sketches and mock up for the approval of 
the Director.  Maintain regular communication with the Director as 
construction progresses. 

4. Enlist and recruit personnel for building and painting. 

5. Personally attend all work nights to supervise and cooperate with Scenic 
and Properties Committees. 

6. Submit expenses to Producer as incurred, within ten days of play closing. 

SOUND 

1. Cover the ground rules as set forth above. 

2. Provides sound and/or musical effects as required for production, from 
recorded resources or live. 

3. Provide recorded music before and during the play or during intermission, 
as requested by the Director. 

4. Submit expenses to Producer as incurred or within ten days of play 
closing. 

SPECIAL EFFECTS 

Not all productions require special effects, but when one does . . . 

1. Cover the ground rules as set forth above. 

2. Confer with the Director as to the effects desired and their placement and 
timing. 

3. Research techniques and produce the effects as needed. 

4. Submit expenses to Producer as incurred or within ten days of play 
closing. 

STAGE MANAGER 

On Long Sunday, the Director steps aside for the Stage Manager, who is then in 
full charge of the show during the production nights. His/her cooperation with, 
and understanding of the Director’s intentions for the production are essential. 
On show nights, he/she is Director of Public Safety and makes certain that safety 
and fire regulations are complied with. 

5. Cover the ground rules as set forth above. 

6. Be absolutely sure that the set has been safely constructed. "The life you 
save may be your own." 

7. Start working the show at least ten days before dress rehearsal on Long 
Sunday. 

8. Starting on Long Sunday, the Stage Manager is responsible for: 

a. Timing of curtain and intermissions. 

b. Cueing and assisting Lights, Sound, Properties, and Special 
Effects to  insure a smooth performance. 

c. Overall cleanliness of the entire stage area. 
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d. Opening and closing the Playhouse on Long Sunday and 
production nights. 

2. Submit expenses to Producer as incurred or within ten days of play 
closing. 

THE PRODUCTION  STAFF 

THE PRODUCER 

Selected by the Director, it is the responsibility of the Show Producer to 
coordinate all offstage and backstage activities associated with the show. The 
Producer calls and chairs an initial production meeting; monitors the show budget 
as set forth by the Board of Directors; and, perhaps most important, works 
closely with the Director to make sure that all areas connected with the show are 
accomplished according to plan. It is also the Producer who supplies the program 
committee with all cast and crew listings and copy. 

The Producer is responsible for proper management of the show fund. He/she 
manages the account established for the show, paying all expenses from it.  It is 
the responsibility of the Producer together with the Director, to make sure that 
expenses stay within the prescribed budget.  If, under extraordinary 
circumstances, it becomes apparent that the account established for the show is 
inadequate, the Producer must apply to the Village Playhouse Board for 
additional funds, and justify such a need. 

The Producer arranges for Long Sunday dinner, the cast party; and all cleanup 
efforts following the party and completion of the production. 

Final responsibilities of the Producer include material returns (i.e.; musical scores 
and scripts, and a financial report (including bills and invoices) to the Treasurer. 

THE DIRECTOR 

Appointed by the Board, the Director is responsible for all the staging and artistic 
development of a production.  It is the Director who studies each and every 
aspect of the script, adds his/her own creative interpretation and applies it all to 
the production from beginning to end. 

The directorial input begins during the audition and casting process and 
continues until the production is turned over to the Stage Manager on Long 
Sunday. The Director is in charge of scheduling and conducting rehearsals, 
instructing cast members on movement, interpretation, and consulting on all 
other aspects of the production (i.e. set design, costuming, etc.). 

The enormous responsibilities of the Director are often communicated and 
executed through the Assistant Director, Apprentice Director and Producer. In the 
case of a musical production, the Director works closely with the Choreographer 
and Musical Director (and their assistants). Both the Choreographer and Musical 
Director bring specialized areas of expertise to the direction of a musical that the 
lead Director may or may not have. Still, as with any production there is only one 
lead Director in charge of interpreting the total production. 

THE ASSISTANT DIRECTOR 

The Assistant Director is the Director’s prop and right arm.  He/she assists with 
blocking, preparing a duplicate of the Director’s script notebook in which are 
noted all blocking directions and script changes.  He/she keeps this script up-to-
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date throughout rehearsals and sees that the cast’s and Director’s scripts are up-
to-date. 

He/she attends all rehearsals, runs errands and keeps track of details throughout 
the rehearsal period.   

THE APPRENTICE DIRECTOR 

Working as an Apprentice Director is an excellent introduction to Village Players’ 
methods and members. The Apprentice Director meets with the Directors when 
assigned, attends blocking sessions with the cast, is present at all production 
meetings and most rehearsals, and runs errands for the Directors. In addition, 
the Apprentice Director is encouraged to work at least one night on every 
backstage committee connected with the play. During the rehearsals, the 
Apprentice Director should be available for cueing between scenes. 

THE PROMPTER 

Chosen by the Producer and Director, it is the responsibility of the Prompter to 
assist in the cast members' efforts in memorizing lines and dialogue. This will 
include becoming familiar with script changes, character idiosyncrasies, etc., as 
well as following along during all off-book rehearsals and being available for one-
on-one practice sessions with individual cast members. 

ONSTAGE 

THE PERFORMER 

This description of the Performer’s responsibility is deliberately left to the last 
because most amateurs place this activity first in their choice of theater 
occupation. We hope that at this stage of your reading you are convinced that 
other stage activities demand as much creativity and offer as much personal 
satisfaction as a maid’s role before the footlights. 

The Performer’ job and methods of approach to that job are as subjective as 
those described for the Director. You too, will find your assignments more 
rewarding if you adhere to a few guidelines: 

1. Read the entire play several times, even if you have only six lines in the 
third act. 

2. Be on time at all rehearsals. If you must be late or absent, be sure to let 
someone know. 

3. Learn your lines as soon as possible to expedite the moment when you, 
your Director and your fellow actors can polish the overall performance. 

4. Take responsibility for your own costumes, properties, exits and 
entrances. You’re the one who may look foolish in front of the audience! 

5. Get to the theater on production nights at the time Makeup asks you to 
come. 

6. Be responsible for picking up after yourself during rehearsals and 
performances. 

7. If it’s a musical, all script materials must be returned to the Producer on 
Long Sunday. You will be charged for unreturned, rented musical 
materials. 

8. REMEMBER, THERE ARE NO STARS IN LITTLE THEATRE, YOU 
GET THE APPLAUSE BECAUSE A LOT OF PEOPLE MADE YOU 
LOOK GOOD!!! 


