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ATHABASCA DANCE SOCIETY 

JOB DESCRIPTION 

 

PERFORMANCE DIRECTOR/ASSISTANT 

 

 Director serves on the Dance Executive and is a voting member. 

 Assistant is a non-voting member and is not required to attend meetings. 

 Both parties work closely together in the completion of the following tasks: 

 

1. Liaises closely with instructors and Costume Director regarding all aspects of 

performance production. 

2. Organizes committees/subcommittees as required to deal with the various aspects of 

performance production. 

3. Reports to the Dance Society Executive as to the status of preparation and budgetary 

requirements, as well as any issues to be decided upon by the Executive. 

4. Liaises directly with the Society Treasurer regarding budgetary spending and reporting 

requirements. 

5. Books lighting, technical and Stage Manager.  Forwards contact information of Lighting 

and Sound crew and Stage Manager to Treasurer. 

6. Organizes ticket production, distribution and sales. Distributes pre-ordered tickets to 

families.  Ensures that tickets are available for public sale minimum of 21 days prior to 

opening night. 

7. Works with the Secretary to advertise performances: Newspaper, radio, flyers, 

community boards, etc. 

8. Orders flowers for performance for: graduates, teachers, and dancers. 

9. Orders gifts for teachers. 

10. If required by Dance Instructors, ensures that piano at theater is tuned and available for 

performance. 

11. Works closely with instructors and family commitment director to review Volunteer Lists. 

12. If required, works with Fundraising Director to organize door prizes. 

13. Ensures that there are sign-in forms for all dance classes that are 9 years and under. 

14. Posts signage backstage, as required. 

15. Contacts the Ukrainian Dance Club to ask permission to use costume racks at 

performance venues, picks up and ensure safe return of keys of costume racks to 

Ukrainian Dance Club designate, sets up and takes down racks following performance, 

and ensures that racks are safely stored following performance. 

16. Ensures that all required props are transported safely to the performance venue. 

17. Following performance, ensures that all props are safely transported and stored.  Keeps 

an updated list of location of storage and inventory details. 

18. Prepares and delivers opening announcements, or ensures that a volunteer is available 

to do so. 

19. Provides information to volunteers working during performances about their specific 

tasks. 
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20. Prepares Picture Board for year-end dance performance 

21. Prepares Blue Door Runner Book for year-end performance 

22. Orients the new Performance Director/Assistant. 


