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Job Description

MWMW Position Title (type in CAPS): SOUND ENGINEER — Jubilee Theater

Staff Group: O Executive Staff O Program Coordinator O Operations/General
O Program Director B Program Staff Staff
[ Retail Manager O Retail Staff O Administrative Staff

Immediate Supervisor: Associate Executive Director of Programs

Immediate Subordinates: Event Volunteers

Status: [ Exempt . Non-exempt Position Originally Created: 2007

Date Last Revised: 2015

Hours Per week: Part-time/Temp. Cleaning — 1hr./wk., Sound Tech — 6hrs./wk. per rental, plus additional hrs.
to include rehearsals. Other hours occasionally as agreed upon with supervisor.

General Summary: Jubilee Theater is a 190+ seat venue owned by Mission Waco and located in the Jubilee
Center. Itis used for performing arts events programmed by Mission Waco, as well as rented out to other
organizations in the community. At present, a church rents it weekly for regular use on weekends. The Sound
Engineer role is important when there are rentals for running sound for theater rentals and productions, as well
as prep and securing the building before/after the event. Make sure Theatre is cleaned before and after events,
and on Saturday nights/Sunday afternoon before and after church services.

Critical Functions and Responsibilities

1. EQUIPMENT CARE AND USE:
a. Turnon and set up sound equipment. Run sound during event.
b. Breakdown and store sound equipment as needed
c. Check lights, including front marquee light, so that all are turned off after events.

2. OVERSIGHT FOR RENTAL USE:
a. Be familiar with and enforce all guidelines for facility use at Mission Waco’s Jubilee Theater (see Facility
Use Policies/Fees), and:
i.Safe environment for all ages (no violence, no alcohol/illegal substances, no moshing, etc.). If band
genre/style of music is “hard”, then make sure “no moshing” is announced at appropriate times prior
to music sets during the concert. Instruct bands that if moshing begins, they should cease playing
and/or the sound will be cut off.
ii.Music and/or performances do not necessarily have to be Christian in content (though that is
encouraged), however we do not allow content that glorifies depraved lifestyles/messages.
b. Guide and assist bands as they arrive and for set up.

Additional Functions and Responsibilities

1. Clean bathrooms, lobby, and theatre. All trash removed from building to dumpster. Make sure Theatre is
cleaned before and after events, and on Saturday nights/Sunday afternoon before and after church services.

2. Unlock/lock building, and making sure lights, AC units are off, and alarm code is activiated. Check all three
HVAC units to ensure that appropriate temperatures are set for the season, both for occupancy and
unoccupancy needs.

The functions and responsibilities contained in this Position Description are not all inclusive.

Other duties and requirements regarding sound engineering/operation or Jubilee Theater may be assigned at any time.




3. Provide oversight and direction to event volunteers, as applicable. Sound Engineer is Mission Waco’s point
of contact during rental events, and may be asked to do the same during Mission Waco events. See

responsibilities for Event Volunteers* below.

4. Points of contact for any emergencies (call for help from other staff, volunteers, police or ambulance as
needed). Incident Report Form must be completed for any situations that put staff, volunteers, participants,
or Mission Waco property at risk (incident report forms are available in Mission Waco office or in Paylocity).

5. Attend staff team meetings or “all staff” meetings as agreed upon with supervisor.

6. Participate in Giant Worldwide leadership, communication assessment, training as provided.

Requirements/Preferences

Minimum skills and knowledge required:
1. Some knowledge in running sound boards
2. Knowledgeable in setting up microphones

Skills and knowledge preferred:
1. Min. of 1 year experience in running sound.
2. Some knowledge of lighting boards is a plus.

Minimum previous experience required:

Previous experience preferred:

Minimum education required:
High School Diploma or GED

Education preferred:
Bachelor’s Degree

Minimum communication skills required:

1. Effective communication skills (emails,
interpersonal)

2. Knowledgeable in Microsoft Office

Communication skills preferred:
1. Effective communication skills
2. Knowledgeable in Microsoft Office

Special training, certification or licensing required:
n/a

Special training, certification or licensing preferred:
n/a

Behavioral, emotional, mental requirements:

1. Exhibit wisdom and good discernment when interacting with a variety of types of people.
2. Must be substance abuse free or in recovery more than five years

3. Must be able to professionally interact with people from a variety of cultural backgrounds.
4. Must be able to serve in a fast-paced, high-pressure environment.

Other requirements:

e Availability to work on a flexible schedule (though most events are pre-scheduled).
e Physically able to do moderate to heavy lifting (i.e. sound speakers, monitors, full trash bags). Generally

up to 50 lbs.
Other preferences:
e Mature Christ-Follower.

*EVENT VOLUNTEERS - Responsibilities:

. Check in with Sound Engineer (staff person on duty), sign-in on volunteer app, and get an “Event

Volunteer” badge to wear while helping.

. Walk around property several times every hour to keep an eye on property and behavior. Approach
participants in a “problem solving” manner to offer the opportunity for behavior corrections; if problem persists,
contact Sound Engineer to determine next steps. For instance, if an attendee is obviously drunk or high, ask the

person to leave the property.

. Assist the Sound Engineer with other duties as requested, such as assisting bands, trash, etc.
. Sign out time on volunteer app before leaving, and return badge

The functions and responsibilities contained in this Position Description are not all inclusive.

Other duties and requirements regarding sound engineering/operation or Jubilee Theater may be assigned at any time.




