Job Opportunity Notice — Emergency Appointment
Performing Arts Program Coordinator |- Technical Director
Salary Range - $69,091.92 - $101,017.44
Warner Grand Theater — Performing Arts Division
Department of Cultural Affairs

The Los Angeles Department of Cultural Affairs (DCA) is offering an emergency appointment
opportunity in the Performing Arts Program Coordinator | classification, serving in the capacity of
a Technical Director, assigned to the Performing Arts Division (PERF) at the Department of
Cultural Affairs Warner Grand Theatre, located at 478 W. 6™ St., San Pedro, CA 90731.

Emergency Appointment - The Rules of the Board of Civil Service Commissioners define an
emergency appointment as a temporary assignment to a position made in accordance with City
Charter Section 1013 (a) and (b). The appointment is authorized until a civil service eligible list is
established for that particular job classification, but for no longer than one year. The appointment
must be terminated when a regular appointment can be made from the eligible list to a permanent
position of half time or more. Candidates must TAKE and PASS the Performing Arts Program
Coordinator | exam when it becomes available to be considered for the permanent
position.

ABOUT WARNER GRAND THEATRE

Closed for renovations on December 31, 2023, the Warner Grand Theatre (WGT) opened in 1931,
one of three Art Deco/Moderne “neighborhood picture palaces” built by Warner Brothers Studio
in the Los Angeles area. Seating for 1,489 patrons is split between a main floor orchestra (889)
and a mezzanine loge and balcony (600). While built as a movie theater WGT today features a
proscenium stage (50’ W x 32' D) with a T-guided fly system suited to presenting concerts, dance,
musicals, comedy and drama, and film screenings. During renovations expected to last three
years, the Technical Director will attend construction meetings, interface with the general
contractor and assist the Art Center Director with planning physical plant maintenance after the
WGT reopens.

POSITION OVERVIEW

Pro-active and collaborative members of the PERF leadership team, Performing Arts Program
Coordinators serve as the Technical Directors of a PERF center under the direction of the Art
Center Director. As the highest position among the theater's technical staff, the Technical Director
is responsible for operating, protecting, and maintaining the theater’s technical assets, while also
managing and overseeing the different technical departments, including sets, lighting,
costumes, projections, props, sound and special effects. Technical Directors will oversee each
venue’s technical and production operations, including purchasing production and technical
materials and tools, supervising the load-in and load-out of scenic elements, lighting and audio
equipment, overseeing the work of the production and technical crews during rehearsals and
performances, and maintaining the shop’s equipment and supplies. Technical Directors will be
responsible for meeting with renters, tracking and processing all production budgets, supervising
the full-time, part-time and over-hire production and technical staffs, scheduling and managing



theatrical equipment upkeep and repairs, and assisting with physical plant maintenance. Frequent
nights and weekends are required.

This position is tasked with supporting 200+ rentals and programming events annually, plus a
multitude of ongoing meetings, as well as direct communication with community groups, and
potential clients/renters including commercial rentals and film and television location shoots.

DUTIES AND RESPONSIBILITIES
Production & Technical

Establish and enforce safe-use guidelines for equipment.

Routinely perform (or delegate) preventative maintenance on equipment.

Recommend purchase of new equipment to the Art Center Director and replace failing
equipment as needed.

Maintain an inventory of the theater's technical supplies.

Order the materials, equipment and tools to maintain a well-stocked production shop
Ensure renters understand the rules, regulations, and protocol to follow during their time
at each center.

Meet with renters’ producers and designers, discuss designer drawings, budget
information, and any other special considerations that their show or the shop may need.
Attend all design presentations and production meetings (frequent nights and weekends
may be required).

Work through the design drawings and plots to develop production and staff schedules.
Work with established City preferred vendors; add to vendor list as necessary for the
performing arts field, following City procedures.

Verify the quantity and quality of all materials, equipment and supplies shipments.
Distribute and supervise crew assignments, for both productions and during “restore”
periods when there are no scheduled events.

Attend technical rehearsals as needed to ensure OSHA, City and DCA safety protocols
are followed (frequent nights and weekends may be required).

Create strike schedules which may need to include elements of the next production;
supervise strikes and load-outs (some nights and weekends may be required).

On occasion, function as lighting technician and/or audio engineer, which will include:
responsibility for ensuring the realization of the light plot by hanging and circuiting the
lighting units accordingly with the lighting crew; and setting microphones and in various
places in the theater and checking sound levels and equipment functionality by running
sound checks, and other tasks using audio/video + lighting production equipment with the
electrics and sound crews.

Be present at the venue for film and television shoots, functioning as the site monitor and
a resource to production companies (frequent nights and weekends may be required).
Stay abreast of new technology and software relative to lighting and audio engineering.

Administrative

Recruit, hire and/or train technical staff.

Schedule and lead production meetings and regular check-ins with the technical
department, including setting project deadlines.

Schedule technical staff for events and/or performances.

Create and implement budgets and renters’ cost estimates with the Art Center Director.
Act as the technical point of contact for renters and outside productions.

Regularly update the Art Center Director with written production progress reports and
challenges.

Evaluate and document part-time and over-hire staff’'s performance and report to the Art
Center Director crew progress.

Additional duties as assigned by the Art Center Director.



Qualifications
e Ability and knowledge (including familiarity with ADA and OSHA compliance) to handle
multiple, simultaneous tasks in a timely manner.
e Collaborative attitude.
Heavy-lifting abilities (up to 50 Ibs. unassisted for short periods or distances).
o Competent, working knowledge of theatrical equipment, design tools and software.

DESIRED QUALIFICATIONS

Technical Directors will be called upon to deal with a wide range of technical issues, so a working
knowledge of techniques, methods and procedures of theatre, dance, and music productions and
presentations including stage, set, sound and lighting design and implementation; stage
management; computerized lighting systems; stage carpentry; appropriate safety precautions
and procedures is expected. Desirable candidates will possess demonstrable and thorough
knowledge of each of the technical theater departments, experience with theatrical design, and
an understanding of the production timeline. Professional Skills should include: carpentry (sets
and props), painting (sets and props), lighting (programming and rigging), theatrical sound design,
technical effects (including pyrotechnics, video, projection, etc.), electrical engineering, and
project and personnel management. Familiarity with event management tools, multidisciplinary
event production, and knowledge of the LA performing arts scene is a plus. Women and
underrepresented minorities are encouraged to apply.

All Applicants are encouraged to visit the DCA website to learn more about the Department of
Cultural Affairs and the Performing Arts Division: www.culture.lacity.gov.

MINIMUM REQUIREMENTS
e Graduation from an accredited four-year college or university; and
e Two years of full-time paid experience in performing or instructing music, dance or drama;
or planning, coordinating, directing and scheduling a music or theater arts program; or
managing business and development of theater operations and productions.

Applicants who lack the required education may substitute one year of full-time paid experience
for each year of education lacking.

CONDITIONS OF EMPLOYMENT

The job will be performed in-person at Warner Grand Theater located at 478 W. 6" St., San Pedro,
CA 90731. General working hours vary based on productions however not to exceed 40 hours
per week. with the possibility of additional work offsite or during evening hours. The position may
be allowed to work on a hybrid basis, consisting of a combination of in-person work days and
telecommuting days, dependent on department guidelines, supervisor discretion and operational
need. This position must be able to lift a minimum 20 to 25 pounds and be able to conduct a
variety of work assignments with various deadlines. California Class C Driver's License is
required. Candidates may be requested to disclose all sources of employment to mitigate risks of
conflict of interest. Upon hiring by the City, employees are required to submit a formal request for
permission to engage in outside employment.

HOW TO APPLY

All interested candidates should submit a resume and completed City application, which can be
downloaded using this link. Application materials must be emailed as a pdf to Jacyn Clayton,
Department of Cultural Affairs Personnel Client Services, at jacyn.clayton@lacity.org by
Wednesday, September 30th, 2026. The subject line of the e-mail should read "Performing Arts
Program Coordinator | — Warner Grand Technical Director.” If you have any questions, please
contact Jacyn Clayton at (213) 482-6727.

METHOD TO EVALUATE CANDIDATES
Final selection will be based on a review of resume and applicable qualifications as well as an
oral interview to evaluate candidates based on the desired qualifications related to skKills,


http://www.culture.lacity.gov/
https://personnel.lacity.gov/doc.cfm?get=CityApp
mailto:jacyn.clayton@lacity.org

knowledge, abilities, and qualifications for the position. Interviewers may also contact present and
former supervisors, as well as review City Personnel files (if applicable) as part of a candidate’s
evaluation. Due to the volume of applications that we receive, we are unable to respond to phone
calls.



