
 
 
 
About Theatre Communications Group 
Theatre Communications Group (TCG) exists to strengthen, nurture, and promote professional 
theatre in the U.S. and globally. Since its founding in 1961, TCG’s constituency has grown from a 
handful of groundbreaking theatres to over 700 Member Theatres and affiliate organizations 
and nearly 10,000 Individual Members. For more info, visit www.TCG.org.  
 
Seasonal Conference Coordinator, Conferences and Fieldwide Learning Department 
TCG seeks an hourly, seasonal Conference Coordinator to join the Conferences & Fieldwide 
Learning team. The Conference Coordinator will provide producing and logistical support, as 
well as participate in on-the-ground event management, for our 2020 National Conference in 
Phoenix, AZ, attended by 800-1,000 theatre professionals from around the country. This 
position requires a flexible, organized, and process-oriented individual who will help ensure 
another successful national convening. This individual must be able to travel to Phoenix, AZ for 
the National Conference, and be available on site at the Conference from May 31-June 7, 2020. 
 
Seasonal employment will begin from the date of hire and is expected to conclude on or about 
June 24, 2020. The Conference Coordinator is expected to work up to 35 hours/week. This 
position is non-exempt and eligible for overtime pay for hours worked in excess of 40 in a given 
pay period. 
 
Working with the department Director and the Conference Manager, and helping to support 
the Conference Intern, the Coordinator should have a commitment to TCG’s mission and core 
values; outstanding interpersonal and communication skills and exemplary work practices; 
strong attention to detail, work ethic, and dependability; ability to take initiative to solve 
problems; and professional experience in events management, production, and/or stage 
management. 
 
What You Will Be Doing  

● Supporting the Conferences & Fieldwide Learning team with general producing and 
logistical responsibilities leading up to and after the 2020 National Conference, including 
but not limited to: communicating with attendees and speakers via phone and email; 
monitoring the registration process; managing Conference supplies and materials; 
acting as the point of contact for Conference volunteers; and tracking the technical, 
logistical, and travel needs of Conference session leaders. 

● Supporting the Conferences & Fieldwide Learning team in Phoenix, AZ (May 31-June 7) 
during the National Conference, including but not limited to: overseeing volunteer 
responsibilities and participation; assisting session leaders with technical and logistical 
needs; liaising with Conference venue representatives to solve logistical problems as 
they arise; serving as in-session, or production related support as necessary. 

● Assisting with other tasks as necessary to ensure smooth working of the department. 
 



What You Need for this Role  
● Excellent organizational skills and ability to handle multiple projects at once, managing 

time effectively. 
● Exceptional analytical and problem-solving capabilities.  
● Strong written and verbal communication skills. 
● Ability to collaborate effectively with colleagues.  
● Background in directing, production, stage management, or arts management ideally.  
● Interest in getting to know the national non-profit theatre community.  
● Working knowledge of Google Drive and Microsoft Office functionality. 
● A sense of humor and willingness to work as a part of a team. 
● Availability to attend the National Conference in Phoenix, with travel dates May 31-June 

7 (travel and accommodation expenses covered by TCG, in addition to a per diem). 
 
Compensation and Benefits 
This is an hourly position, up to 35 hours/week at a rate of $20/hour. Benefits are not included. 
TCG fosters a collegial environment that encourages a healthy work-life balance, and the 
Coordinator will receive free TCG published books, a subscription to American Theatre 
magazine, and will be included in events for Staff designed by TCG’s “Fun Committee” to foster 
a warm, inviting and friendly office culture. 
 
How to Apply 
Please include “Conference Coordinator” in the subject line and email your resume and cover 
letter to jobsearch@tcg.org. All materials must be sent via email. Absolutely no phone calls, 
please. We will respond only to those resumes in which we have interest. Please note that 
remote employees are not being considered for this position; all candidates must reside within 
commuting distance of New York City. 
 
Application Deadline 
All application materials must be received by 6pm ET on January 10, 2020. Resumes will be 
reviewed, and interviews scheduled on rolling basis until then, so applicants are encouraged to 
submit their materials prior to the deadline if possible. This position is scheduled to begin work 
in late January/early February 2020. 
 
TCG is an Equal Opportunity Employer and has a strong commitment to equity, diversity, and 
inclusion (EDI) in our hiring process, as well as in all areas of our work. At TCG, we believe that 
diverse ideas, cultures, and traditions reflect the broad diversity of the U.S. and are vital assets 
which enrich the programs and services TCG provides for the theatre field. We respect 
intersectionality of identities and are committed to EDI in all areas of our work and workplace; 
as such, we strongly encourage candidates who identify as women, People of Color, LGBTQ+, 
neuro-diverse, non-binary or gender non-conforming, as well as people with disabilities to 
apply. 
 


