Westview Productions 

Job Descriptions

Directors/Producers

· work closely with liaisons to make sure all working groups are doing their jobs

· consult with professor to make sure event will meet course requirements

· obtain credit lists from group liaisons and create complete list to give to Programs group

Group Liaisons
· work closely with and be accountable to directors/producers

· create working group contacts sheet and give a copy to directors

· create credit list for group and give to directors

· arrange meeting times for working group

Writers/Researchers
· Conceive, research for, and write program or script

· Provide copies for players, directors, and professor
Players/Performers
· Attend rehearsals

· Rehearse and memorize all lines

· Perform at event

Promotion

· Create flyers that include the following:

· date, time, place

· course name with Instructor name

· the “Westview Productions” name
· Print flyers (take up collection from class for costs incurred)

· Post and distribute flyers—get people to the show!

Program

· Obtain credit list from directors/producers

· Work with directors to outline the event

· Create a complete program that: 

· outlines event

· includes all credits

· includes course and instructor names

· includes the Westview Productions name and a brief description
· print programs and distribute to audience during the event

Stage/Props/Set (for plays only)
· find/make needed items for event

· set up stage

· arrange set between scenes/segments as needed

· strike set after event

Videography

· acquire equipment from library media services or other source (preferably digital)
· video record pre-event activities and the event
· edit footage and create a video product

· create list of classmates who want a copy of the video

· arrange for copies of video thru library media services

· collect $ for copy fees and inform classmates where and when to pick up copies
