
Virginia Arts Festival 
Norfolk, VA 

www.vafest.org 

 

Title: Director of Production             

Reports to: Executive and Artistic Director    

Status: Full time, exempt              

Supervises: 2 FT Production Managers, 1 FT Company Manager, & 15-30 Seasonal PT Crew Members 

 

Summary of position: 
 

The Director of Production serves as the primary technical contact for all venues and artists 

contracted with the Virginia Arts Festival. The Director of Production is responsible for the 

conception, maintenance, and reconciliation of the production budget including costs 

surrounding stagehand labor, venue rental, lighting equipment, sound equipment, video 

equipment, design consultation, vehicle procurement and rental, etc. This position is responsible 

for the production advancement of all VAF contracted or produced events, concerts, and 

performances and will review all artist contracts and riders to ensure obligations are met.   
 

Production: 
 Determines and coordinates technical needs for performances, residency activities, community 

events, and fundraising events.    

 Generates summary production schedules and event itineraries and distributes as required. 

 Serves as primary technical contact for VAF-presented projects. 

 Hires and evaluates production personnel for VAF-produced projects. 

 Serves as primary artist liaison during performances and events, as assigned. 

 Coordinate all domestic and international shipping, ocean and ground, as needed for contracted 

artists 

 Act as defacto VAF producer for long term or large scale projects including original or new 

commissioned works 

 Oversees the management of the Robin Hixon Theater; a 12 month operational venue in the 

Virginia Arts Festival building 

 Production, logistical, and producing POC for annual, multi day concert event Funhouse Fest 

 

Administration: 
 Oversees the coordination of ground transportation and hospitality for artists and personnel, as 

required. 

 Evaluates technical and budgetary requirements of potential shows and venues under 

consideration, advises on production-line expenses in VAF programming budget. 

 Coordinates bidding process for vendors of production and technical services, makes 

recommendations considering quality, artistic needs, budget, and other factors. 

 Conducts and verifies venue production and labor settlements, delivering complete concert 

settlement statements for approval by the Executive Director. 

 Develop and maintain strong working relationships with city and venue employees and staff 

 Performs other related duties as required. 

 

Education and Experience Requirements: 
 Undergraduate degree or equivalent professional experience; theatre or related academic work 

preferred. 



 Minimum of 3-5 years related experience with performing arts groups, such as presenting 

organizations,  dance companies, bands, orchestras, recitalists, performance artists, theater 

companies and choruses on rehearsal and production-related functions. 

 An understanding of the production process from initial project conception, to pre-production and 

design coordination, through load in and production. 

 First-hand experience working with theatrical lighting and sound systems along with various 

types of video projection platforms as they relate to theatrical environments 

 Experience running large stagehand crews for the load in and production of touring style 

productions 

 Valid driver’s license; ability to work evenings and weekends. 

 Excellent communication, time management and prioritization skills; ability to think and act 

quickly and calmly in high pressure environments. 

 Solid computer skills, including MS Office, Outlook, Google Drive and cloud storage/file 

sharing. Experience with AutoCAD preferred. Must have a means to generate ground plans for 

both theatrical environments and outdoor events. 

 Experience in managing/supervising full time employees and independent contractors. 

 

Physical Requirements: 

 Must be able to lift 50 lbs; jump, crawl, walk, run, lift 

 Must be comfortable working at heights, using a Genie Lift 

 Must be comfortable moving road cases, lighting and sound equipment, stage risers 

 Able to work long days while on your feet, with minimal opportunities for seated breaks 

 


