
 
 
 
 
 
 
Founded in 1961, Theatre Communications Group’s (TCG) mission is to strengthen, nurture, 
and promote the professional not-for-profit American theatre. TCG serves over 700 
organizational members and 12,000 individual members. More info, visit www.TCG.org. 
 
Part-Time Associate, Conferences and Fieldwide Learning 

Theatre Communications Group, the national organization for the American theatre, 
seeks a part-time (20 hours per week from date of hire through June 29, 2018), 
temporary Associate to join the Conferences & Fieldwide Learning team, offering 
producing and logistical support, as well as participate in on-the-ground event 
management for our 2018 National Conference in St. Louis, MO. 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 St. Louis, MO, for 
the National Conference, and be available on site at the Conference from June 10-June 
17, 2018. 

 
Working with the Director and Associate Director of Conferences and Fieldwide Learning, the 
Associate should have a commitment to our mission and core values; outstanding interpersonal 
and communication skills and exemplary work practices; meticulous attention to detail and 
dependability; a strong work ethic; ability to take initiative to solve problems; and professional 
experience in events management, production, and/or stage management. 
 
What You Will Be Doing  

• Support the Conferences & Fieldwide Learning team with general producing and 
logistical responsibilities leading up to and after the 2018 National Conference, including 
but not limited to: communicating with attendees via phone and email; monitoring the 
registration process; managing Conference supplies and materials; acting as the point of 
contact for Conference volunteers; updating our Conference event management 
platform and website; and tracking the technical and logistical needs of Conference 
session leaders. 

• Support the Conference & Fieldwide Learning team in St. Louis, MO (June 10-17) 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, production related support as necessary. 

• Participating in all Conference team programming and planning sessions during 
scheduled work times, as well as internal TCG staff activities for the length of the 
position, including our internal Equity, Diversity & Inclusion work. 

• Other duties and projects as assigned. 
 
What You Need for this Role  

• Excellent organizational skills. 

• Excellent written and verbal communication skills. 



• Superior analytical and problem-solving capabilities.  

• Ability to collaborate effectively with a wide range of stakeholders.  

• Background in production, stage management, or arts management preferred.  

• Interest in getting to know the national non-profit theatre community.  

• Working knowledge of all Google Drive functions. 

• Experience with online content management systems (such as WordPress) a plus. 

• Working knowledge of Microsoft Office. 

• Schedule flexibility that will allow for 20 hours of in-office work at TCG offices for at 
least 3 weekdays every week.  

 
Compensation and Benefits 
$20/hour (this position will be eligible for overtime pay due to the extended hours necessary 
during the week of our National Conference). 
 
How to Apply 
Please include “Part-Time Conference Associate” in the subject line and email resume and 
cover letter to jobsearch@tcg.org. All materials must be sent via email. No phone calls or direct 
emails to the Conference team please!  
 
Application Deadline 
All application materials must be received by 5:00pm on Friday, April 6. Resumes will be 
reviewed as they are received, so applicants are encouraged to submit their materials prior to 
the deadline. This position is scheduled to begin in mid-April, 2018. 
 
TCG is an Equal Opportunity Employer and has a strong commitment to equity, diversity, and 
inclusion (ED&I) 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 US 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. 
People of color, LGBTQ+, and women candidates are strongly encouraged to apply. 
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