
 
 

 

Associate Production Manager 

Organization: Houston Ballet  

Job Location: Houston, Texas  

Website: Houstonballet.org  

Posting Date: 3/9/2017  

Application Deadline: 04/7/2017  

 
 

Summary:  The Associate Production Manager works as a close liaison to the 

Director of Production with a primary focus on managing and implementing the 

current company and academy season in one of the world’s most prestigious ballet 

companies.  The APM is tasked with the dissemination of information, 

calendaring, scheduling, and assisting with the management of current show 

budgets and logistics. 

 

Duties Include: 
 

Include the following. Other duties may be assigned; 

 Create and distribute department calendars and schedules, including technical 

schedules for Main Stage Shows, Tours, HBII and Academy shows.  This includes 

engineering schedules for venues detailing HVAC needs for the stage, house and 

dressing rooms. 

 Work with the Director of Production to create and implement new policies 

and procedures within the production department to improve efficiency for the 

ongoing operations and mission fulfillment of HBF. 

 Provide support and assistance to visiting choreographers, designers, and 

resident artistic staff.  Work directly with Artistic Staff to proactively support 

rehearsal and production needs. 

 Assist in the forecasting and tracking of payroll and other expenses. 

 Schedule and attend all production meetings, including tech rehearsal notes 

sessions . 

 



 
 

 Attend all technical and dress rehearsals, and performances as assigned to 

assess running/maintenance of shows, and the staff and crew execution of their 

rehearsal and performance duties. 

 Oversee the production department archiving of each production following the 

close of a production. 

 Understand and monitor the management of all Union contracts end employees, 

including:  IATSE Stagehands, AGMA Stage Managers, AGMA Dancers, and AFM 

musicians. 

 Lead all production related activities for Dance Lab events, whether internal or 

rental. 

 Contract and assist in the management of other non-union over hire employees 

in the department. 

 Work with the TD and SM in the creation and maintenance of hand props 

used in productions.  Provide props for studio rehearsals, including the 

creation of temporary rehearsal props as necessary. 

 Production Manage and coordinate production elements for other HBF events, as 

assigned. 

 Work with the marketing and Development departments on tours, programs and 

unique VIP experiences to promote donor growth and involvement. 

 Work closely with Houston Ballet Academy and Houston Ballet II to fulfill 

rehearsal and performance needs. 

 Work with Stage Management to organize, hire and manage the individuals for 

the yearly internship opportunities 

 Implement and oversee industry best practices for first aid training and 

supplies within the department 

 Participate in the upkeep, organization and cleanliness of the server filing 

system 

 

Qualifications: 

 Bachelor’s Degree required 

 Extremely strong organizational skills evidenced with a proven track record 

leading production activities in a top-tier professional environment 



 
 2+ years of production experience with increasing level of responsibility. 

Experience in ballet desirable 

 

 Strong knowledge of producing for large-scale productions of dance, opera, 

theatre or related disciplines 

 Prior experience in budgeting and financial management acumen 

 Strong work ethic and stamina 

 Prior experience managing theatre labor crew (specifically I.A.T.S.E.) 

 Experience with touring; international touring experience a plus 

 Experience working with designers and artistic collaborators on large scale new 

productions 

 Demonstrated ability to create and execute plans and anticipate and solve 

problems before they occur 

 Great communicator who is an active listener and able to direct channels of 

communication effectively so all parties can prioritize and understand 

workflow 

 Team leadership skills that include goal setting and evaluation of projects upon 

completion for constant improvement of production processes 

 Proficient personal computer skills including electronic mail, record keeping, 

routine database activity, word processing, spreadsheet, graphics, etc. 

   

 

To Apply*:   Please apply on line at our web site and send cover letter, resume and 

references to:  hr@houstonballet.org. 
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