
Production Manager Job Description 
Job Level: Full Time Position 
Salary: Based on Experience 
Reports To: Managing Director & Artistic Director 

Servant Stage Company 
Founded in 2011, Servant Stage Company is unique in its mission to serve the 
community by making great performances accessible to everyone. More than 30,000 
audience members are reached each year with Pay-What-You-Will performances, 
including productions that tour to local parks, schools, retirement communities, 
churches, and other venues. Servant Stage also has a thriving youth theatre program. 
In addition to serving our audiences and the community, we also place the highest 
priority on serving our casts, crews, and production teams, and taking care of each 
Servant Stage team member. 

Servant Stage seeks an experienced Production Manager to oversee all things 
production related and serve as the point person at all touring performances 
(touring locally across Lancaster County). 

To Apply 
Please send cover letter, resume, and references to Johnathan Bauer (Executive 
Director): johnathan@servantstagecompany.com 

General Responsibilities 
Including, but not limited to the following duties: 

- Attending and serving as the point person on all touring performances (primarily 
evenings and weekends). This includes establishing relationships with our host 
venues, contact prior to day of performance with venues to make sure everything is 
set, making sure everyone arrives on time, and that all departments are prepared for 
each performance. 

- Serving as communications hub between Servant Stage cast, creative team, 
production team, and host venues (both rehearsal and performance) 

- Creating and updating show by show databases (“HQ” which includes all rehearsal, 
performance, and contact information for each production) and making sure all 
information is correct. 



- Overseeing production team (including, but not limited to: performers, stage 
managers, audio technicians, designers) throughout rehearsals and performances. 
Scheduling, confirming presence at rehearsals/performances, and regular check ins 
to ensure smooth process, and that all needs are being met. 

- Facilitate clear communications throughout the production process, and act as a 
liaison between directors, designers, stage managers, and production team. 
Checking in regularly with creative/production teams to make sure objectives are 
being met in a timely manner. 

- Requesting and obtaining all needed information from performers, volunteers, and 
crew (Headshots, bios, costume measurements, etc.) 

- Working with Directors to create rehearsal schedules, touring schedules, etc. 

- Working with Artistic Director to strategically plan needs for each production/event. 

- Participating in leadership role during summer theatre camps based on experience. 

- Counting/handling money from donations with other staff members at touring 
performances 

- Attending staff workdays and meetings 1-2 times per week. 

- Assisting and representing Servant Stage Company on various events throughout 
the year. 

Qualifications 
Negotiating, problem solving, and acting as a mediator. 
Excellent communication skills. 
Excellent collaborative skills with a demonstrated ability to lead and motivate people. 
Ability to manage shifting and competing priorities, exercise good judgement and 
discretion, and meet deadlines in a timely manner. 
Ability to maintain a positive, encouraging attitude in stressful situations. 
Experience managing calendars and scheduling. 
Computer skills and experience with spreadsheets. 
Acute attention to details. 
Strong work ethic. 
Ability to perform manual labor as needed. 
Drivers license. 
Experience as a Production Manager or member of a Production Management team 
strongly preferred. 
Night and weekend hours are required.


