PART-TIME OPERATIONS ASSISTANT – PALACE THEATRE

PURPOSE OF JOB
This position is under general direction of Palace Theatre Supervisor. Employee will assist in operational activities and functions of the Palace Theatre and Information Center. 
EQUIPMENT/JOB LOCATION

· The employee will operate a computer, fax machine, copier and other modern office equipment. 

· The employee will operate various lighting and sound equipment necessary for live productions and events.

· The employee will operate concessions equipment.

· The employee will work primarily in an indoor environment.

ESSENTIAL FUNCTIONS OF THE JOB

The following duties are normal for this job. These are not to be construed as exclusive or all-inclusive. Other duties may be required and assigned.

· Assist in the daily operations of the Palace Theatre and Information Center including supervising and training of volunteers.
· Assist with administrative duties of the office such as, mail, telephone, preparation of reports and correspondence, website, and emails.
· Assist in the marketing/public relations program including: events, facility rentals, tours, and the information center.
· Must keep abreast of current developments in related fields and tourism.
· Interfaces with media and the public.
· Responds to routine requests for information from officials, employees, and members of the staff, the public or other individuals.
· Will have to work nights and weekends.

· Perform other duties as assigned/required.
REQUIRED KNOWLEDGE AND ABILITIES
· Use of modern office equipment. 
· Requires effective communication and public relations skills. 

· Knowledge of the standard principles, practices, methods, techniques and terminology of general operations of the Palace Theatre.
· Ability to evaluate situations and make decisions.
· Ability to express ideas clearly, concisely, and convincingly.
· Ability to comprehend, interpret, and apply departmental rules and regulations, procedures, and related information.
· Ability to use independent judgment, and is able to work with little direct supervision when necessary.
MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL JOB FUNCTIONS;
ANY COMBINATION OF TRAINING AND EXPERIENCE EQUIVALENT TO:

· Requires minimum of high school diploma, or equivalent.
· Experience in similar field preferred.
· Must have valid Tennessee drivers’ license
· Must be examined by a city-designated physician to make a determination if applicant will be able to perform all essential duties required of this position
MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED TO PERFORM ESSENTIAL JOB FUNCTIONS

PHYSICAL REQUIREMENTS: Must be physically able to operate a variety of equipment used in maintaining facilities including but not limited to vehicles, tractors, mowers, irrigation and lighting systems and standard concessions equipment. Must be physically mobile and able to use body members to work, move or carry objects or materials. Must be able to exert excessive force occasionally, and/or lift up to fifty pounds. Physical demand requirements are at levels of those for moderate work. 
DATA CONCEPTION: Requires the ability to compare and/or judge the readily observable functional, technical, structural, or compositional characteristics (whether similar to or divergent from obvious standards) of data, people, or things.

INTERPERSONAL COMMUNICATION: Requires the ability of speaking and/or signaling people to convey or exchange information. Includes giving assignments and/or directions to co-workers.

LANGUAGE ABILITY: Requires the ability to read a variety of informational documentation, directions, instructions, and methods and procedures related to the job. Requires the ability to speak with and before others with poise, voice control, and confidence using correct English and a well-modulated voice.

INTELLIGENCE: Requires the ability to learn and understand basic to complex principles and techniques; to make independent judgments; to acquire knowledge of topics related to the job.

VERBAL APTITUDE: Requires the ability to record and deliver information to officials and subordinates; to explain procedures and policies; and to follow verbal and written instructions, guidelines and objectives. Must be able to effectively communicate with the public.
NUMERICAL APTITUDE: Requires the ability to use mathematical formulas; add and subtract totals; multiply and divide; determine percentages; determine time and weight; and use statistical inference.

FORM / SPATIAL APTITUDE: Requires the ability to inspect items for proper length, width, and shape, visually and with appropriate equipment.

MANUAL DEXTERITY: Requires the ability to handle a variety of items and equipment, control knobs, switches, etc. Must have the ability to use one hand for twisting or turning motion while coordinating other hand with different activities. Must have minimal levels of eye/hand/foot coordination.

COLOR DISCRIMINATION: May require the ability to differentiate colors and shades of color.

INTERPERSONAL TEMPERAMENT: Requires the ability to deal with people (i.e. staff, supervisors, general public, and officials) beyond giving and receiving instructions such as in interpreting departmental policies and procedures. Must be adaptable to performing under moderate stress when confronted with an emergency related to the job.

PHYSICAL COMMUNICATION: Requires the ability to talk and/or hear: (talking – expressing or exchanging ideas by means of spoken words). (Hearing – perceiving nature of sounds by ear).

ENVIRONMENTAL CONDITIONS:
Work environment is generally controlled, typical office conditions with central heating and air conditioning. Performance of duties and responsibilities involves mobility to and from: parking to building, climbing stairs to balcony, projection booth, and upstairs offices, around building, etc. Will occasionally around mechanical equipment involving moving parts. Will require hearing, talking and effective near and far vision. Requires mobility, stooping, bending, crouching, reaching, lifting, etc…

Note:  This job description does not constitute an employment agreement between the City of Crossville and the employee and is subject to change by the employer as the needs of the City and requirements of the job change.  The City of Crossville is an EEO/Affirmative action employer and does not discriminate on the basis of race, age, sex, religion, color, disability or national origin. In compliance with the Americans with Disabilities Act, the City may provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.

	I have received a complete copy of the job description and understand the requirements of the job. It is not to be construed as an exhaustive list of all responsibilities and duties required of the job.

_________________________________
___________________

Employee Signature



Date




1
PAGE  
2
OPERATIONS ASSISTANT- PALACE THEATRE

City of Crossville: Revised February 2019

