
Volunteer Job Descriptions 
 
Chaperones at Rehearsals 
Need 1-2 parents depending on rehearsal schedule. 
- Keep students quiet during rehearsals. 
- Take charge of ALL children’s behavior and address children who are too noisy, are rough-housing, or 
are not paying attention. You can notify the stage manager, board members and director(s) if any children 
continue to give you problems.  
- Monitor student communication, interaction and location. Students should remain in the assigned area. 
- Limit use of cell phones. We do encourage children to bring some type of quiet (reading, drawing or 
coloring) materials if they would like but they must remain focused on the show and their entrance cues to 
be on stage.  
- Each person on the sign-up list will be given a name tag so they are identifiable to the children and their 
parents.  
 

Chaperones at Tech Weeks & Shows 
Need 2-3 parents each night during tech weeks and shows. 
- Keep ALL the children quiet and focused on the monitors to see and hear cues for their scenes. We 
need for parents who are downstairs to monitor all the children, not just their own.  
- There will be scripts/outline provided so that parent supervisors can and should follow along so that you 
can help cue kids when to go up.  
-Help with quick costume changes. 
- Take charge of ALL children’s behavior and address children who are too noisy, are rough-housing, or 
are not paying attention. You can notify the stage manager, board members and director(s) if any children 
continue to give you problems.  
- We discourage bringing and the use of electronic devices while in the dressing rooms, costuming area 
and backstage. They are often a distraction to the children and can get lost or broken.  
- We do encourage children to bring some type of quiet (reading, drawing or coloring) materials if they 
would like but they must remain focused on the show and their entrance cues to be on stage.  
- Each person on the sign-up list will be given a name tag so they are identifiable to the children and their 
parents.  
 

Front of House 
Need at least 3 per night.  Must be available at least 2 show nights 
Responsibilities include: 
Handle cash for tickets 
Take Tickets at the door 
Hand out programs 
Direct patrons to their seats 
Help patrons requiring extra assistance 
Open/close lobby door 
Set up, run and clean up the concession stand for intermission. 
 
Set Builders 
Must be available January 26th - February 6th and February 15th (Afternoons/Evenings) - Need 
at least 2 
-Build platforms and other set pieces as directed by the set designer.  
-Assist with the tear down of set, moving flats and set pieces to storage. 
-Paint platforms and other set pieces. 
-Available for at least one (1) hour after dismissal during tech week to fix any set issues, if any. 



-Available for at least one (1) hour before calltime on show night to fix any set complications, if 
any.  
* A meeting will be scheduled (date TBD) to discuss details of set items, building plans, and 
potential workdays. In the event additional workdays (aside from dates mentioned above) are 
needed, you will be notified of the location and dates.  
 

Backstage Manager/Assistants  
Must be available January 26th - February 15th - Need at least 4 (Headset, Scene changes) 
-Move set flats/platforms, set pieces, furniture, and other items as directed during scene 
transitions. 
-Fly items in and out as directed. 
-Place and/or move set props. 
 

Tech Crew 
Must be available January 26 - February 15th Spotlights - Need at least 2 
-Helping with hanging and focusing lights, manning the spotlights, light board and/or sound 
board. 
-Helping with mic changes during the show. 
 

Hair/Makeup  
Must be available January 26 - February 15th Spotlights - Need at least 2 
-Assist cast with hair/makeup prior to the show.   
-Will need to arrive early. 
-If this area cannot be filled, then parents will be given full responsibility for making sure each 
cast member arrives by mic check time with hair and makeup ready or be required to pay 
$5/night for a professional hair/makeup session prior to call time. 
  
Food for Events 
Provide pastries & punch for the Meet n’ Greets 
Provide desserts for the Sponsor Show 
Provide meal/drink for the long Rehearsals 
Provide non-sugary snacks & water for Tech Week 
 
Prop Master and Donating Props 
Locate props needed for the show. A list of props will be provided by the director. 
Donate props needed for the show. 
Props will be needed by January 1st. 
Organize and label prop tables on January 26th. 
 

Hosting Rehearsals 
Provide a space for rehearsals. 
This will be especially useful when our normal locations are unavailable. 
 

Fundraising Director(s) 
Take a lead role in reaching and tracking our financial goals: 
Sponsors - $5000  (Options: $1000, $500, $250 )  
Playbill Sales $2000 ($100 Full, $70 ½ , $35 ⅓ ) - Collecting and sending to playbill builder 
Candy bars- $4000 (3 boxes/cast member) - Giving out/Collecting 
Pre-sale Tickets and Meet n’ Greet Tickets  
 
 


