
 

                                                                                                               

University of Texas at El Paso 
Job Description 

 
Job Code:  18371 
Job Title: Theatre Specialist 
Department:  UTEP Dinner Theatre 
Reports To:  UTEP Dinner Theatre Director 
FLSA Status:  Exempt 
Prepared by:  Human Resource Services 
Creation / Revision Date:  July 19, 2016 
 
Summary:  Theatre Specialist position is a safety-sensitive position that will be responsible for amplifying, mixing, recording, syncing 
and reproducing sounds and effects for theatrical rehearsals, productions and events at The UTEP Dinner Theatre. During rehearsals 
and performances, this position will be responsible for the production and quality of concert level audio mixing utilizing both analog and 
digital systems for live musical theatre productions, with up to 30 vocalists performing with a live band mix of up to 20 musicians’.   
 
Note:  The primary accountabilities below are intended to describe the general content of and requirements of this position and are not 
intended to be an exhaustive statement of duties.  Incumbents may perform all or some of the primary accountabilities listed below.  
Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the incumbents’ 
immediate supervisor or manager.  This position is security-sensitive and subject to Texas Education Code §51.215, which authorizes 
the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the State where the applicant 
resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the performance of essential duties and 
responsibilities of the position. 
 
Statement of Duties and Responsibilities:  
 
Plans, setups and operates audio recording and playback equipment for all Dinner Theatre productions with a minimum of 4-5 major 
productions each season.. 
  
Provides audio design for productions. 
  
Performs duties while assisting in the assembly and disassembly of lighting, sound, scenic elements and band gear. 
 
Assists in the construction and setup of scenery and lighting as well as other specialized theatrical equipment.  
  
Provides proper maintenance of and a detailed inventory of all audio equipment. 
  
Maintains a safe working facility for employees and patrons. 
  
Assists in training and supervising the work of hourly and student employees in the production team. 
 
Ensures the proper use and upkeep of audio equipment, installation and removal of necessary equipment and audio design.  
 
Assists with stage carpentry and stage lighting as needed and assisting in the maintenance and proper use of all audio/visual needs for 
The UTEP Dinner Theatre. 
  
Works with production personnel on a variety of job duties related to productions at The UTEP Dinner Theatre. 
  
Assists with projection/multimedia artistic design and operation for live theatrical productions. 
 
Implements multimedia design for advertising including website, television commercials, billboards etc.   
 
Must be flexible and able to handle multiple tasks and conflicting priorities. Must be able to work under and adhere to deadlines, even 
under stressful or difficult situations.  
 
Must communicate clearly and effectively; must understand and be understood. 
 
Must be available to work flexible hours including weekends, evenings, and holidays as workload demands and as assigned.  
 
Performs related work as assigned by supervisor. Works on special projects as assigned. 
 
Utilizes various theatrical equipment, computers, software packages, telephones, copy machines, printers, and small hand tools. 
 
Complies with all State and University policies. 



 

                                                                                                               

 
Supervisory Responsibilities Supervises some part-time/student/volunteer production staff as assigned. 
 
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. 
 
 Minimum Education required: Associate degree; or equivalent combination of education and experience in live audio 

production for theatre or related area preferred. 
 

Minimum Experience required: Two years of experience, related to the statement of duties and responsibilities; or  
    equivalent combination of education and experience. Experience with designing, hanging, 
    focusing and programming lighting for theatrical productions. Ability to establish and 
    maintain effective working relationships with university departments and organizations,  
    the public, coworkers and supervisors. Strong customer service skills and a willingness to 
    help people.  Working knowledge of theatrical equipment and procedures such as fly  
    systems, theatrical lighting, video projection, etc. Knowledge of and experience working  
    with multiple graphic and video software programs.  Ability to effectively foster   
    relationships with students and volunteers and an ability to handle stressful situations.  
    Ability to interact with a broad range of people to effectively accomplish assigned tasks or  
    projects.  Ability to read and interpret documents such as safety rules, operating and  
    maintenance instructions, and procedure manuals.  Ability to follow both verbal and written 
    instructions, and the ability to issue clear and concise verbal and/or written instructions to  
    others and report operations verbally or in written form. Ability to assist in all technical  
    areas of theatrical production  

 
 
 
Physical Demands: The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
The duties listed are intended only as illustrations of the various types of work that may be performed, and are in no way construed or 
perceived to be exhaustive. 
 
While performing the duties of this job, the employee is regularly required to stand; walk; sit; use hands to feel; reach with hands and 
arms; and talk or hear. The employee is occasionally required to climb or balance and stoop, kneel, crouch, or crawl.   
Occasional work in high places such as theatrical catwalk, climb and balance.  Must be able to frequently carry, pull, push or lift up to 
50 pounds.  Specific vision abilities required by this job include close and distance vision acuity and the ability to adjust his or her focus, 
allowing a broad field of vision. 
 
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. 
 
While performing the duties of this job, the employee frequently works in a technical scene shop and a theatrical performance venue.  
The position will frequently encounter dusts, and occasionally encounter fumes, odors, mists or smoke.  Occasional, exposure to 
mechanical and electrical hazards as well as burns. 
 
The noise level in this environment is moderate, but may be loud during construction and during rehearsals and performances. 


