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Posit ion Tit le:    Director of Operations 
Department:    Operations 
Report To:    Vice President and General Manager 
Supervision Exercised: Stage Manager; Production Manager 
FLSA Status:   Exempt, full time 
Prepared By:   Steve Wenig 
Prepared Date:  May 13, 2021 
Approved By:    Janet Plummer 
Approved Date:  May 14, 2021 

 
Summary and Primary Functions:  Leading the production team, the Director of Operations (DirOps) 
ensures that all concert production elements for Oregon Symphony performances and presentations are 
executed at the highest possible artistic and operational standards. DirOps makes best use of available 
resources, both financial and personnel. DirOps shall routinely evaluate, refine and implement new and 
improved procedures that yield the highest quality operational outcomes. 
 
Essential  Duties and Responsibi l i t ies:  
 

1. Responsible for the planning and execution of all rehearsal and concert production elements 
collaborating with all members of the Operations team, venue staff, orchestra musicians, conductors 
and guest artists. DirOps supervises both the Stage Manager and Production Manager determining 
their production duties and assignments. DirOps ensures that all orchestra services start on time, 
run smoothly and are in compliance with all contractual obligations. 

 
2. Plans all production arrangements for each assigned concert including the creation and distribution 

of concert information and timing sheets; secures rehearsal orders and string reductions from 
conductors; arranges for any needed guest artist or conductor accommodation and travel 
requirements; collaborates with the stage manager on the creation of stage plots; determines and 
arranges for any technical needs such as sound, lighting, risers and staging; secures rental 
instruments, pianos, tuning and other keyboard instruments; makes dressing room and other back 
of house space assignments; arranges for performer catering and amenities;  coordinates with Stage 
Manager to make truck rental arrangements, access and parking. Ensures compliance with all guest 
artist and conductor contracts. 

 
3. Responsible for developing concert production budgets for all assigned concerts and oversight of 

budgets generated by the Production Manager ensuring that budget timelines and requirements are 
met.  Monitors budgets on an on-going basis and makes timely reports of anticipated or actual 
variances.  Develops, recommends, and implements cost-saving measures; Reviews artist contracts 
and tech riders for cost containment and feasibility and makes recommendations for negotiation of 
same. Assists the General Manager in the planning and creation of the Operations department 
budget. 
 

4. Manages and oversight of all symphony-owned instruments and production equipment, tracking 
inventory, storage, repair, and maintenance. Makes recommendations to the Vice President and 
General Manager on replacement of equipment and new purchases.  
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5. Maintains the Oregon Symphony Technical Rider for fee, travel, classical and pops artist 
engagements.  Ensures the requirements of these riders as well as the Collective Bargaining 
Agreement in regard to the physical elements of the concert site. 
 

6. Assists the General Manager in planning, budgeting and implementation of potential touring activity, 
residency programs and runouts. 

 
7. Serves as the primary Oregon Symphony liaison with Portland’5 and all other venues in regard to 

day-to-day operational issues or concerns including hall rental and holds, crew, stage equipment, 
lighting, sound, environmental conditions, internet connectivity and platforming. 
 

8. Ensures that musician CBA provisions are adhered to as they relate to concert conditions including 
on-stage temperature, decibel levels and plexiglass shields, etc. 

 
9. Provides key leadership to the Safety Committee working in close collaboration with musician 

representatives and other staff to ensure compliance with legal requirements and sound practices; 
schedules, plans and administers semi-annual evacuation drills by the orchestra. 

 
10. Serves as the Oregon Symphony administrative authority on the IATSE contract; ensures mutual 

compliance between the parties regarding this agreement; participates in planning and execution of 
negotiations between the Association and IATSE. 

 
11. Assists the General Manager in researching and tracking available facilities for venues away from 

the Arlene Schnitzer Concert Hall. 
 

12. Serves as leader of the Operations team, participating and leading meetings as required and 
responding to requests for service and assistance. Participates in Artistic Planning meetings as 
needed. 

 
13. In consultation with the General Manager, assists other departments on various projects, included 

but not limited to: Fundraising event planning, Community Engagement events and other special 
projects as needed. 

 
14. Performs other duties as assigned by the Vice President and General Manager. 

 
 
Supervisory Responsibi l i tes:   
Develops the capacity of all direct reports to achieve operational goals at the highest standards. Supervises 
the Stage Manager in all areas pertaining to production such as contract technical rider obligations, set-ups, 
crew calls and stage effect ensuring that performances are visually attractive and physically correct; works 
independently and in collaboration with other staff and various vendors such as stage/sound/lights vendors 
and hall staff; supervises sound and light crews for assigned concerts. Supervises the Production Manager 
and assigns all concert management schedule in coordination with the General Manager. 
 
Qualif ications: To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability 
required. Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
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Education and/or Experience: 

• Four-year degree in music or related field of study or equivalent 
• At least 5 years’ experience in orchestra management with a focus on concert operations 
• Appreciation for, understanding of, and sensitivity to the needs of professional musicians, guest 

artists and conductors.     
• Strong knowledge of orchestral repertoire. 
• Demonstrated ability to budget effectively. 
• knowledge of stage lighting and sound amplification techniques.   

 
Language Ski l l  - Excellent communication skills (written and oral). Exceptional and close working 
knowledge of standard foreign language musical terms, composer and composition names.  Ability to read, 
analyze, and interpret complex documents such as legal contracts with artists, the Collective Bargaining 
Agreement and other union contracts.  Excellent organizational and motivational skills. 
 
Mathematical  Ski l ls  -  Ability to budget and project expenses for multiple complex programs with 
accuracy and timeliness. Ability to monitor budgets effectively.  
 
Reasoning Abi l i ty  - Ability to define problems, collect data, establish facts, and draw valid conclusions.  
Ability to work effectively and diplomatically with diverse personalities, including Symphony musicians, other 
staff, conductors, guest performers, stage crew. 
 
Computer Ski l ls  -  Computer proficiency including Word, Excel and Visio software. Familiarity with OPAS. 
 
CERTIFICATES, LICENSES, REGISTRATIONS: 
Valid Oregon Driver’s License. 
 
Other Ski l ls  and Abi l i t ies:  
Ability to work effectively and diplomatically with diverse personalities.  Ability to work effectively under 
pressure.  Ability to improvise and respond to unusual circumstances and requests with an attitude of 
service and flexibility.  Strong teamsmanship and service orientation.  Acute attention to detail.  Ability to 
balance multiple priorities, work independently and collaborate on projects. Sense of humor 
 
Physical Demands:  The physical demands described here are representative of those that must be met 
by an employee to successfully perform essential functions of the job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.   
 
Ability to move near and around delicate instruments and stage equipment in tight quarters without 
disturbing or jeopardizing safety of same.  Ability to use fingers and hands to use computer; While 
performing the duties of this job, the employee is frequently required to sit; use hands to finger, handle, or 
feel; reach with hands and arms and talk or hear. The employee is frequently required to stand and walk.  
Specific vision abilities required by this job include close vision, distance vision and ability to adjust focus in 
order to use computer monitor. 
 
This position is currently operating in a hybrid remote / in-person model. Shifts at the concert hall, off-site 
locations, and in the office will be required ongoing.  
 
Work Environment:  The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
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While performing the duties of this Job, the employee is exposed to moving mechanical parts typical of a 
backstage area of a concert hall.  The employee’s environment shall include an office setting, concert hall, 
and other locations that are specific to orchestral rehearsals and concerts.   The noise level in the work 
environment is usually moderate. 
 
Competencies:  To perform the job successfully, an individual should demonstrate the following 
competencies:      
                       
Ethics - Treats everyone with respect; Keeps commitments; Inspires the trust of others; Works with integrity 
and ethically; Upholds organizational values; Maintains confidentiality. 
 
Diversity  – Understands the value and importance of Diversity, Equity and Inclusion within the workplace 
and more specifically within the performing arts field. Seeks to grow in their own development of DEI. 
Examines own individual biases and assumptions. 
 
Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness to others' 
views; Gives and welcomes feedback; Contributes to building a positive team spirit; Puts success of team 
above own interests; Able to build morale and group commitments to goals and objectives; Supports 
everyone's efforts to succeed. 
 
Leadership - Exhibits confidence in self and others; Inspires and motivates others to perform well; 
effectively influences actions and opinions of others; Accepts feedback from others; Gives appropriate 
recognition to others.   
 
Analyt ical - Synthesizes complex or diverse information; Collects and researches data; Uses intuition and 
experience to complement data; Designs work flows and procedures. 
 
Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information 
skillfully; Develops alternative solutions; Works well in group problem solving situations; Uses reason even 
when dealing with emotional topics. 
 
Communication – Speaks and writes informatively, clearly and persuasively; Listens and gets clarification; 
Responds well to questions; Demonstrates group presentation skills; Participates in meetings; Varies writing 
style to meet needs; Presents numerical data effectively; Able to read and interpret written information. 
 
Managing People and Delegation - Includes staff in planning; Takes responsibility for subordinates' 
activities; Makes self available to staff; Provides regular performance feedback; Develops subordinates' 
skills and encourages growth; Solicits and applies customer feedback (internal and external); Fosters quality 
focus in others; Improves processes, products and services; Continually works to improve supervisory skills; 
Delegates work assignments; Matches the responsibility to the person; Gives authority to work 
independently; Sets expectations and monitors delegated activities; Provides recognition for results. 
 
Change Management and Adaptabi l i ty  - Develops workable implementation plans; Communicates 
changes effectively; Builds commitment and overcomes resistance; Prepares and supports those affected by 
change; Monitors transition and evaluates results; Adapts to changes in the work environment; Manages 
competing demands; Changes approach or method to best fit the situation; Able to deal with frequent 
change, delays, or unexpected events. 
 
Business Acumen and Fiscal management - Understands business implications of decisions; Displays 
orientation to profitability; Demonstrates knowledge of market and competition; Aligns work with strategic 
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goals; Works within approved budget; Contributes to profits and revenue; Develops and implements cost 
saving measures; Conserves organizational resources. 
 
Organizational Support - Follows policies and procedures; Completes administrative tasks correctly and 
on time; supports organization's goals and values; observes safety and security procedures. 
 
Strategic Thinking and Innovation - Develops strategies to achieve organizational goals; Understands 
organization's strengths & weaknesses; Analyzes market and competition; Identifies external threats and 
opportunities; Adapts strategy to changing conditions; Displays original thinking and creativity; Meets 
challenges with resourcefulness; Generates suggestions for improving work; Develops innovative 
approaches and ideas; Presents ideas and information in a manner that gets others' attention. 
 
Judgment - Displays willingness to make decisions; Exhibits sound and accurate judgment; Supports and 
explains reasoning for decisions; Includes appropriate people in decision-making process; Makes timely 
decisions. 
 
Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for additional 
resources; Sets goals and objectives; Organizes or schedules other people and their tasks; Develops realistic 
action plans. 
 
Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats everyone 
with respect and consideration; Accepts responsibility for own actions; Follows through on commitments. 
 
Quality  and Quantity  - Demonstrates accuracy and thoroughness; Looks for ways to improve and 
promote quality; Applies feedback to improve performance; Monitors own work to ensure quality; Meets 
productivity standards; Completes work in timely manner; Strives to increase productivity; Works quickly. 
 
Dependabil i ty  - Is consistently at work and on time; Follows instructions, responds to management 
direction; Takes responsibility for own actions; Keeps commitments; Commits to long hours of work when 
necessary to reach goals.; Completes tasks on time or notifies appropriate person with an alternate plan; 
Plans in advance for time off. 
 
Motivation and Init iat ive – Requires minimal supervision; Sets and achieves challenging goals; 
Demonstrates persistence and overcomes obstacles; Measures self against standard of excellence; Takes 
calculated risks to accomplish goals; Volunteers readily; Undertakes self-development activities; Seeks 
increased responsibilities; Takes independent actions and calculated risks; Looks for and takes advantage 
of opportunities; Asks for and offers help when needed. 
 
 
 
 
 
 
 
 


