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Job Title:    Production Manager 
Department:          Operations      
Reports To:            Director of Operations   
Supervises:    N/A 
FLSA Status:            Full time, exempt   
Prepared By:            Steve Wenig  
Prepared Date:          July 15, 2021 
Approved By:            Beth Yockey Jones  
Approved Date:          July 16, 2021  
 
Summary: The Production Manager (PM) is responsible for ensuring that all concert production 
elements for Oregon Symphony performances are planned and executed at the highest possible 
artistic and operational standards. The PM will plan and execute production elements for a 
diverse array of concerts with a special focus on pops and film series, non-orchestra 
presentations, and orchestra + popular artist collaborations. The PM works alongside with all 
members of the operations team ensuring the smooth running of all orchestra services and 
performances while meeting the needs of musicians, conductors, and guest artists. 
 
Essential Duties and Responsibilities: include the following. Other duties may be assigned. 
 

1. Works in advance to ensure all production arrangements for each assigned concert, 
including backline, sound and lighting equipment per artist riders, projection equipment, 
pianos and tuning and other keyboard instruments, dressing rooms, production-related 
equipment, rental instruments, performers’ amenities and itineraries, orchestra and 
equipment truck rental, access, and parking.  

2. Responsible for developing production budgets for all assigned concerts and ensures that 
expense budget requirements are met. Monitors budgets on an on-going basis and makes 
timely reports of anticipated or actual variances to the General Manager and/or Finance 
department. Develops, recommends, and implements cost-saving measures; reviews artist 
tech riders for cost containment and feasibility and makes recommendations for negotiation 
of same.  

3. Ensures compliance with operational requirements of the Collective Bargaining Agreements 
with AFM and IATSE. 

4. Generates contracts for guest artists and conductors as requested by the VP of Artistic 
Planning, Director of Popular Programming and/or Director of Operations and prepares or 
supervises preparation of VISAs for visiting artists. 

5. Ensures compliance with guest artist and conductor contracts including making any required 
hotel and transportation arrangements; transports guest artists and conductors, as needed. 

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

7. Assists the Education and Community Engagement Director with any needed planning and 
implementation for off-site Education and Community activities. 
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8. Disseminates timing sheets and other documents detailing all concert production 
information to Oregon Symphony and venue staff and crew. 

9. Prepares and maintains concert production files. 

10. In consultation with the Director of Operations, oversees the preparation of the Orchestra 
Schedule of Services and ensures that the schedule is kept current in the Association 
calendar in Outlook and other shared files (OPAS).  

11. Works with the Orchestra Manager to ensure that postings to Musicians Resource Page and 
OPAS Online are current and available to the orchestra and other staff. 

12. Serves as a member of the Operations team participating in meetings as required and 
responds to requests for service and assistance.  

13. Serves as project manager for special initiatives as assigned by the Director of Operations 
and/or the General Manager. 

MINIMUM REQUIREMENTS: Bachelor’s degree from four-year college or university; or three years 
related experience and/or training; or equivalent combination of education and experience. 
Experience working with professional musicians and/or orchestras.  
 
SKILLS AND QUALIFICATIONS:  

• Understanding of, and sensitivity to the needs of professional musicians and conductors and 
the ability to be able to anticipate their needs.  

• Ability to work effectively and diplomatically with diverse personalities. 
• ability to work efficiently under pressure.  
• Exquisite attention to detail.  
• Ability to manage multiple priorities and meet deadlines.  
• Ability to function as a cooperative team member.  
• Excellent computer skills including Microsoft Office, VISIO, Acrobat, and OPAS.  
 

GENERAL QUALIFICATIONS: 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. 

LANGUAGE SKILLS: Excellent communication skills and working knowledge of (or ability to 
quickly learn) standard foreign language composer and composition names. Ability to read, 
analyze, and interpret complex documents such as legal contracts with artists, US VISA laws, 
and Collective Bargaining Agreements.  

MATHEMATICAL SKILLS: Ability to budget and forecast expenses with accuracy and 
timeliness.  

REASONING ABILITY: Ability to define problems, collect data, establish facts, and draw valid 
conclusions. 

CERTIFICATES, LICENSES, REGISTRATIONS: Valid Oregon or Washington driver’s license and 
a good driving record. 

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 
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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 move quickly to respond to unexpected and urgent artist requirements.  

While performing the duties of this job, the employee is regularly required to stand; walk; sit; use 
hands to finger, handle, or feel; reach with hands and arms; talk or hear. The employee must 
occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include 
close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust 
focus. Ability to climb stairs and walk on uneven surfaces. 

 
This position requires working at various locations, primarily the Arlene Schnitzer Concert Hall, 
Oregon Symphony offices and other venues and locations as required. 
 
Competencies: To perform the job successfully, an individual should demonstrate the following 
competencies: 
  

Analytical - 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. 

Project Management - Develops project plans; Coordinates projects; Communicates changes 
and progress; Completes projects on time and budget; Manages project team activities. 

Interpersonal Skills - Inspires respect and trust; Focuses on solving conflict, not blaming; 
Maintains confidentiality; Listens to others without interrupting; Keeps emotions under 
control. 

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. 

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; Supports everyone's efforts to succeed. 

Business Acumen - Understands business implications of decisions; Displays orientation to 
profitability; Aligns work with strategic goals. 

Cost Consciousness - Works within approved budget; Develops and implements cost saving 
measures; Conserves organizational resources. 

Ethics - Treats everyone with respect; Keeps commitments; Inspires the trust of others; 
Works with integrity and ethically; Upholds organizational values; Accepts responsibility for 
own actions. 

Organizational Support - Follows policies and procedures; Completes administrative tasks 
correctly and on time; supports organization's goals and values; observes safety and security 
procedures. 
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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. 

Dependability - 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 Initiative – 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. 

 
Work Environment: While performing the duties of this job, the employee is occasionally exposed to 
outside weather conditions (outdoor concerts) and moving mechanical parts such as computer 
printers. The noise level in the work environment is usually moderate to intermittently loud (stage 
environs). 


