
May 2019 

 

Job Description 

 
Position/Title 
 

EHS PAC Director, Producer & Administrator of Educational Theater 

 
Department 
 

School Administration 

 
Reports To 
 

Principal 

 
Percent Time of 
Responsibilities 
 

Flexible - dependent on qualification, with additional onsite opportunities in teaching 

 
Purpose 
 

 
Edgewood High School of the Sacred Heart seeks an educational theater teacher/director/producer.  

A strong candidate will have a deep commitment to theater, education and our school mission and 

be passionate about engaging high school students in the process of artistic discovery as well as 

collaborating with co-workers and the larger community.  This educator/director will select and 

execute two main-stage productions for the High School, and will help build a strong theater 

program while developing systems and procedures for facility use. 

 
Key Tasks and 
Responsibilities 
 
 
 
 
 
 

 

 Direct and Produce two mainstage productions 

 Teach acting course to high school students. 

 Support artistic programming by providing feedback and insight to the artistic team regarding 
show selection, new works development process, and supporting education programs. 

 Oversee all educational and outreach programming, including classes, camps, and other 
events, and the development and execution of all program curriculum for education and 
outreach. 

 Partner with the marketing department on education program needs & strategy and promotions 
including in-school and community marketing, and design of audition signs and 
announcements,  

 Maintain event budget and spearhead ticket sales. 

 Recruit new program partnerships for education and outreach ensuring alignment with mission 
and goals. 

 Select shows, conduct auditions and callbacks, attend parent & student meetings, prepare all 
rehearsal schedules, block, drill, and polish the show. Give notes to actors, coordinate work 
with the student stage-manager and assistant director, and organize production meetings as 
needed.  Provide input on scenic, visual and design elements.  Coordinate with the 
choreographer, vocal and instrumental directors. 

 Serve as a member of PAC program committee, contributing to the overall vision and strategic 
direction for all programs. 

 Support all administrative needs, including communications with parents, educators, and staff. 

 

 
Physical Demands 

 

 Stand for extended periods of time  

 Bending, stooping, sitting, climbing stairs 

 Manual dexterity to use office equipment 

 Visual acuity to read correspondence, computer screen 

 Auditory acuity to be able to use the telephone 

 Ability to speak clearly and distinctly to co-workers, students and guests 



May 2019 

 
Skills, Knowledge 
and Abilities 
 
 
 
 
 

 

 Student-centered instruction with a commitment to arts excellence that supports students to 
develop their craft, no matter their past experiences. 

 Administrative experience in arts education with a deep passion for theater.  

 High level of professionalism, initiative, integrity, tact, and discretion. 

 Demonstrated resourcefulness in solving problems and ability to work effectively under tight 
timelines; management of multiple priorities in a deadline-driven work environment. 

 Commitment to our mission of truth, compassion, justice, community and partnership, with a 
strong belief in equity, diversity and inclusion. 

 Strong verbal and written communication skills, in addition to organizational skills. 

 Ability to work on weekends and evenings when schedule requires. 
 

 
Experience Preferred 

 

 Bachelor’s degree 

 Theater/Teaching license 

 

Mission Statement 

 
Edgewood High School is a Catholic high school that educates the whole student for a life of learning, 

service and personal responsibility through a rigorous academic curriculum that embraces the Sinsinawa 

Dominican values of Truth, Compassion, Justice, Community and Partnership. 

 

Please email or mail resume and cover letter to: 

Edgewood High School of the Sacred Heart 

Attn: Human Resources 

2219 Monroe Street 

Madison, WI 53711 

HR@edgewoodhs.org 

  
 

 

 

 

Edgewood High School is an Equal Opportunity Employer. 

 

 


