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Job Posting 

Position Title: Production and Facility Director 
Status: Exempt, full-time 
Salary Range: $52,000-$60,000 
Reports to: Executive Director 
 
About the Role: The Peggy R. McConnell Arts Center (MAC) of Worthington seeks a motivated technical theatre 
professional to manage facility needs and program logistics for the multi-disciplinary arts center, provide 
technical, house management, and production needs of the 213 seat theatre, and fulfill facility usage requests.  
 
This role will work closely with the Program Director and Executive Director in executing programs and events 
presented by the MAC, program partners, and rental clients. The Director will also manage the maintenance 
needs for the facility and work with community members in facility rental events. The role will fulfill all lighting 
and sound design needs, manage any video or streaming for all events in the theatre and other venues, and 
support program needs in the gallery and classrooms.  
 
About the MAC: The McConnell Arts Center is a dynamic multi-disciplinary arts center located in Worthington, 
Ohio in the historic former Worthington High School building.  
 
The MAC opened in 2009 through a partnership between Worthington Schools, the City of Worthington and the 
Worthington Arts Council, and has created a vibrant and dynamic arts program of the highest quality that is 
enjoyed by patrons throughout the central Ohio. The 20,000 square foot renovated facility features a 213 seat 
theatre, dance studio, 4 art classroom spaces, and an art gallery. Featuring established and emerging artists On 
View, On Stage, and In Class, the MAC provides exhibition and performance opportunities to local artists. Through 
diverse programming including art education classes, exhibitions, and live performances, the MAC builds 
connections between artists and the community in a comfortable setting, inspiring personal growth and 
promoting a well-rounded and balanced life.  
 
Benefits include vacation, sick time, and access to a company sponsored healthcare plan, plus complimentary 
tickets to performances at the MAC and from our partners and a flexible working environment.  
 
Essential Functions:  The Production and Facility Director is responsible for directing all technical production 

needs as well as managing the ongoing maintenance and operations of the facility.  

 
Operations Management and Facility Logistics (30%) 

 Maintain inventory of building and operational supplies, staging systems and equipment. 

 In coordination with the City of Worthington and other vendors, provide maintenance and related 
services for the physical facility.  

 Set-up meeting and classroom space, including tables, chairs, a/v, and special requests based on rental 
agreements, scheduled programming, or needs of class instructors. 

 Maintain opening and closing procedures and coordinate with team to ensure effective implementation. 

 Supervise contract cleaning crew.  

 Act as primary contact for security of the facility. 

 Create and manage the budget for building operations. 

 Coordinate with Worthington City Schools on maintenance, parking lot, and surrounding areas for the MAC. 

 Maintain all required licenses and certifications for the facility (liquor permit, safety inspections, etc.) 



 

 

 Ensure the facility inside and out is presented to the public in a professional, safe, and organized manner. 

 Act as purchasing, shipping and receiving agent for the MAC.  

 Serve as main contact with IT consultants, phone, and security systems.  
 
Technical Production and House Management (25%) 

 Function as a technical director for productions, events, and all related activities that may be happening 
in, for, or related to the MAC. 

 Train stage crews and volunteers, schedule and run technical aspects of facility. 

 Oversee the set-up and operate stage and related equipment such as lighting systems, sound systems, 
rigging systems, flooring, seating areas, intercom or paging systems.  

 Maintain, repair and adjust stage, exhibition audio, lighting, video, and related equipment. 

 Determine lighting, sound, and video/streaming requirements for various productions and events, set-up 
and adjust necessary equipment.  

 Develop written safety programs and provide safety supervision.  

 Hire and supervise Event Coordinator as well as any additional tech support as needed.  

 Maintain concession supplies for sales and hire bartenders as needed.  
 
Facility Usage Requests (25%) 

 Develop, monitor, and enforce facility usage policies rentals and requests.  

 Book all rental events in coordination with other activities within the MAC. 

 Consult with renters, producers or performers to determine program approach, concepts, and technical 
requirements.  

 Determine lighting and sound requirements for various productions, set-up and adjust necessary 
equipment. 

 Generate contracts and agreements for rental clients and performers for MAC programs. Collect rental 
fees and pay performers. 

 
Administrative and Customer Service (20%) 

 Manage the MAC’s online presence through Word Press web design and Arts People ticketing database. 
Set up venues and price and post performances and events in a timely manner.  

 Serve as first point of contact with the general public by answering phones, taking and relaying messages. 

 Sell tickets in the box office, account for cash and credit card transactions, assist with class enrollments, 
and provide overall customer service for a variety of needs and questions. 

 Support education and programming by posting events and classes to web, updating enrollment system. 

 Support visual arts programs by assisting with show installations, art openings, and special events. 

 Trouble shoot personal computer and network related issues for the organization. 

 Serve as gatekeeper for room reservations for programs, rentals, etc., and create monthly schedules for 3 
hourly staff. 

 All other duties as assigned. 
 
Program Expectations: The McConnell Arts Center presents programs through collaboration with local and regional 
artists. More a presenter than producer, the MAC works with local performing arts groups, visual artists, and 
educators to bring a variety of free and ticketed events to the MAC. Arts education offerings vary from traditional 
weekly art classes to day-long intensive workshops and introductory instruction through outreach and engagement 
efforts. The visual arts series features the work of local artists and arts groups who live and work in the central Ohio 
region. Live performances range from venue rentals from local arts groups to MAC sponsored programs designed 
to attract a wide variety of audiences. MAC programs are also designed to work across disciplines to engage artists 
in new and exciting ways, bringing patrons into direct contact with artists and creators.  



 

 

 
Work Environment: To perform this job successfully, you should be able to perform each essential duty 
satisfactorily. The physical demands and work environment described in this job description are representative of 
those an employee encounters while performing the essential functions of this role. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
 
While performing the duties of this job, you will be regularly required to use a computer and communicate with 
co-workers in an office environment. You will frequently need to stand or sit to complete work, reach with hands 
and arms, stoop, kneel, crouch or crawl, move tables, chairs; frequently climb ladders, balance, or stand more 
than 10 feet in the air; frequently lift and/or move up to 25 pounds and occasionally lift and/or move up to 75 
pounds. Specific vision abilities required by this job include close vision, distance vision, color and peripheral 
vision and depth perception. The employee must frequently work near moving mechanical parts or work in high 
or precarious places. The noise level in the work environment is usually moderate but can vary due to the needs 
of a specific event/production.  
 
Special scheduling needs: The position is full-time and requires a flexible work schedule including being present at 
productions, rehearsals, and other events on nights and weekends as needed. Average work hours are 50 hours 
per week. 
 
Our Ideal Candidate: To be selected, you should be passionate about visual and performing arts programming and 
arts education, and have a career and academic history demonstrating that commitment. Minimum of 5 years 
professional theatrical technical experience and arts management experience and an appreciation for community-
driven initiatives. Bachelor’s degree preferred. You should be goal-oriented and mission-driven and be 
comfortable working with artists, performers and community members. Flexibility and creativity are essential 
qualities. An ability to motivate and guide staff, interns, and volunteers is essential as well working independently, 
managing self-directed weekly and monthly goals. You should have a great rapport with fellow staff and artists 
and the ability to work with all kinds of people. Most importantly, you should be a proactive communicator, 
friendly, approachable, and creative. 
 
Specific Required Skills:  

 Knowledge of technical systems including lighting design, computer light boards, complex sound systems 
and video streaming equipment. 

 Ability to read and interpret documents such as contracts, safety rules, operating and maintenance 
instructions, and procedure manuals.  

 Must be able to create, maintain, and operate within a minimal operating budget.  

 Able to provide light maintenance around facility and with technical equipment. 

 Able to adjust to changing conditions during an event – A great problem solver.  

 Knowledge of facility scheduling and logistics.  

 Proficiency in Microsoft Word, Excel, PowerPoint, and Outlook. InDesign, Photoshop, web publishing a plus. 
 
The MAC is an equal opportunity employer that is committed to diversity and inclusion in the workplace. We 

prohibit discrimination and harassment of any kind based on race, color, sex, gender, religion, sexual orientation, 

national origin, disability, genetic information, pregnancy, or any other protected characteristic as outlined in 

federal, state or local laws.  

With upcoming summer events, we are hoping to fill the position by June 1, 2022.  
 
To Apply: Send resume, cover letter, salary requirements, and references to hr@mcconnellarts.org. No phone calls 
please. Posting will remain active until position is filled.  Only candidates selected for an interview will be contacted. 
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