
Student & Parent
Production & Technical Positions

Below is a list of possible positions, and some of the responsibilities that go with each 
position, that are open to students, siblings, parents, relatives and others who may be interested 
in helping with the production of our plays.  We can always use more than one person for many 
of the positions.

Please read through and see what position you may be willing to assume.  After which, 
fill out the Opportunities to Help form found on the Drama Club page on the web.  Please fill out 
a separate form for each person interested in helping.

Box Office Manager

✓ Work closely with the Drama club treasurer and the producer of the play.
✓ Create ticket sale spreadsheets.
✓ Set up advance ticket sale procedures.
✓ Process all advance ticket orders.
✓ Manage the box office for all performances.
✓ Prepare ticket sales reports for each performance and a final report for the entire run.

Box Office Crew

✓ Assist Box Office Manager.
✓ Take tickets on Performance dates.

Chaperones (Parents only)

✓ When we have large, long rehearsals it is helpful to have extra pairs of hands, eyes, and 
ears.  If you have the time to spare your assistance is always welcome.

Concessions Sales Manager

✓ Organize Donations (To avoid tax billings, encourage items brought from home.)

✓ Organize the volunteers for the stand.
✓ Oversee the cash box.
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Costume Crew 

✓ Skilled Sewing Machine user.
✓ Skilled at hand stitching and clothing alterations & repairs.
✓ Able to donate any of the following: Fabric; Jewelry; Hair items such as: hair spray, 

bobby pins, and hair accessories; Men’s & Women’s Clothing:
If you would like to purchase or buy a costume for your own son or daughter’s use during the production, 
pre-approval is necessary.  Money may be donated to the OHS drama club specifically for use in renting 
or purchasing costume supplies.

Costume Designer Assistant & Dressers 

✓ Measure performers for sizes.
✓ Choose and Organize costumes from various inventories.
✓ Label costumes.
✓ Assist performers with costume changes.
✓ Oversee the Care of costumes before, during and after the run of the show.

Flower Sales Manager (Fundraiser for the Drama Club)

✓ Prepare display area prior to performance for both the selling of Flowers as well as “Save 
the Drama” Mugs.

✓ Buy the roses (drama club will reimburse, turn in the receipt).

✓ Deliver to school at least 1 ! hour before curtain. 
✓ Create Cards attached to the rose.
✓ Organize “Flower Runners”.
✓ Beautify the mugs as you deem appropriate.

Hair & Make-Up Manager

✓ Inventory the current make-up, make purchasing suggestions at least 4 weeks prior to the 
production.

✓ Recruit a crew to assist you and the actors.

Hair & Make-up Crew

✓ Assist in the application of Make-Up during Tech week and performance
✓ Assist performers during Tech week and Performance with hair styling

Production & Technical Positions                                                                                                Page 2 of 7



House Manager

✓ Oversee all parent and student volunteers, both managerial and crews, which work 
in the Front of the House.

✓ PHOTOCOPY PLAYBILLS.
✓ Oversee the organization of all sales tables, assuring that all managers are available with 

enough time to set up prior to opening of the ticket sales.
✓ Create and post any directional signs.
✓ Supervise the seating of audiences.
✓ Close the auditorium doors and cue the stage manager that the audience is seated and 

ready at the start of each act.
✓ Handle any audience problems (illness, disputes) during the performance.
✓ Open doors and assist audiences after each act.
✓ Be sure the house is clean and all audience members have left at the end of every 

performance.
✓ Maintain a “lost and found” collection as needed.
✓ Determine and recruit the ushers that you will need.
✓ Entrust concession sales to people who can handle money and merchandise.
✓ Assist in case of an emergency such as fire or in the need of an ambulance.
✓ Enforce the “no cameras or videos” when necessary.

Light Crew (Possess one or more of the following attributes) 

✓ Assist the Lighting Designer with maintaining light fixtures.
✓ Help with organizing gels.
✓ Focus and gel light fixtures.
✓ Operate the Lighting console during rehearsals and performances.
✓ Operate the Follow Spotlights.
✓ Help with the strike and store lighting fixtures.

Meals Manager

✓ Ask stores for food donations.
✓ Organize the Meals During Tech week.

One to two weeks prior to opening night we will have long rehearsals with the entire cast and crew.

We may need to rehearse a weekend or two before the play opens.  During long rehearsal times like that, 
having parents organize and bring in food really helps everyone.
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Playbill Ads Manager 

✓ Collect an ad from each family associated with the production
✓ Follow up on any ad possibilities from merchants and businesses
✓ Deliver checks for the ads to the OHS Club Treasurer (Kevin Hait)

✓ Deliver graphic elements for the ads to Playbill Program Manager
✓ Acknowledge those who purchases full-page ads with a letter and a pair of 

complimentary passes for the fall and spring performances

Playbill Program Manager (Parent Preferred)

✓ Plan layouts for every page in the program sent to you from the director.  
✓ Keep track of the ads and work them into the program.

Production Stage Manager (Students Only)

✓ Assist the director in every aspect of the production process, from auditions to “Strike 
Set.”   It is vital that you can work well with the director.

✓ Attend all meetings and rehearsals, assisting the director at both.
✓ Process and post rehearsal schedules (some knowledge of basic computer programs is a 

plus.)
✓ Collect and collate information from performers: maintain a production contact sheet and 

an emergency contact book.
✓ Maintain lines of communication between the director and all of the cast and crews.
✓ Create and maintain a Prompt Book.

✓ Prompt dialogue at all rehearsals.
✓ Recruit and co-supervise the stage crew.

✓ Maintain rehearsal attendance records.  Keep the director informed of absences and poor 
attendance patterns. 

✓ Assist in coordinating different rehearsals.
✓ Maintain all rehearsal areas at the start and end of every session.

✓ Able to handle chaos with calm.

✓ Call the cues for final rehearsals and performances 
✓ Supervise  “Strike” at the end of last show.
✓ Divide responsibilities among Assistant Stage Managers
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Assistant Stage Managers (Students Only)

Because the Production Stage Manager (PSM) is responsible for so many things, the Assitant 
Stage Managers (ASMs) must work closely with the PSM.  The PSM can assign tasks that would 
otherwise fall to the PSM.  All ASMs should answer to the director, with the PSM as more of 
team captain than a boss.

Properties Manager

✓ Confer with the director and all designers.  Every prop will have to fit in with the 
production’s overall look, so the director and designers will have to indicate the size, 
style, and color of important props.

✓ Create a prop list.  This is a scene-by-scene list of all required props, which becomes the 
prop manager’s bible.

✓ Obtain items to be used as props. 
✓ Design and construct all original props. (Props do a lot to complete an effective stage 

picture.)

✓ Recruit and supervise the prop crew as needed.
✓ Run prop inventory before and after all dress rehearsals and performances.  Proper 

preparation prevents embarrassed improvisation.
✓ Maintain the prop table(s) during all major rehearsals and performances.  Performers 

making hurried entrances and exits can misplace props.  The prop manager makes sure 
each prop winds up in its rightful place.

✓ Return all borrowed props,  If borrowed props are damaged, make arrangements to 
replace them.  The prop manager GATHERS and the prop manager RETURNS all 
borrowed items!

✓ Properly store all OHS props in the props closet. If beyond repair, replace or dispose of 
properly.

Publicity Coordinator 

The publicity coordinator determines and executes a publicity plan that will get the public’s 
attention and fill the seats.  This job calls for someone who is organized and energetic, who 
either has a knack for writing and graphic design, or who can guide a team to get the work done. 
The publicity coordinator is in charge of  (must approve through the producer) the following:

✓ Planning a comprehensive publicity campaign.
✓ Creating a logo.
✓ Generating posters, flyers, and all other publicity materials.
✓ Writing press releases and circulating them to all local media.
✓ Supervising publicity photos of rehearsals, and the final production.
✓ Creating lobby displays.
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Set Crew, Set Handlers & Stage Hands (Possess one or more of the following): 

✓ Skilled at carpentry & woodworking or Semi-skilled, to work as an assistant.
✓ Able to help with hauling furniture & set pieces (platforms, etc).

✓ Have pickup truck or van for hauling furniture and set pieces.
✓ Available to work backstage during Technical Rehearsals and Productions, learning and 

executing all staging cues required by the production.
✓ Able to assist with Load in & Strike

Sound Designer

✓ Work closely with the director to understand the production concept and assess all 
sound needs, including creating a Sound Plot for sound effect cues and music cues.

✓ Procure or create all sound and music effects. (Get approval from the director of all 
sound effect and music BEFORE Tech Week).

✓ Confer with the costume designer on the use any body mikes.  (The costume designer 
needs to know well in advance if microphones and power packs will have to hide in 
costumes or hair).

✓ Maintain an inventory of all existing sound equipment.  (You must know what you have 
in hand to calculate your needs before a new production.  This also means keeping an 
ample supply of replacement batteries and other essentials on hand throughout the 
production process).

✓ Maintain all sound equipment.  (All microphones, wiring, speakers, etc. must be kept in 
good working order).

✓ Schedule timely load in and testing of all sound equipment.  Install and test all equipment 
well before the first tech rehearsal.  (And in time to locate or order more equipment if 
necessary.)

✓ Train and supervise any sound crew.  (Any assistants should be fully trained to use all 
required equipment and handle basic troubleshooting).

✓ Attend all technical rehearsals and performances.
✓ Run all sound effects during the performances
✓ Supervise sound strike and final inventory.  (All equipment returned where it came from). 

Sound Crew

✓ Assist the Sound Designer.
✓ Operate Sound Board.
✓ Assist with the inventory & maintenance of equipment before and after production.
✓ Striking and storing sound equipment.
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Technical Support (parents only need apply)

✓ If you have any expertise with lights or sound equipment, we could use your help!
✓ Train and supervise sound crew.  Any assistants should be fully trained to use all required 

equipment and handle basic troubleshooting.
✓ Attend all technical rehearsals and performances.

Ushers 

✓ Assist the House Manager in any way needed.
✓ Hand out programs.
✓ Observe audience members and assist any in need of help.
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