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CURRENTLY RECRUITING  

THEATRE MANAGER  

DOUGLAS MORRISSON THEATRE 
HAYWARD AREA RECREATION AND PARK DISTRICT  

HAYWARD, CALIFORNIA 
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Position Description 
 
The Douglas Morrisson Theatre is 
owned and operated by the 
Hayward Area Recreation and 
Park District (HARD) and is 
located at 22311 North Third 
Street, Hayward, California.   
 
The Theatre Manager will be 
retained through a three-year 
professional services contract and 
is not a civil service position.   
 
This individual will manage 
the operation of the Douglas 
Morrisson Theatre under the 
supervision of the Recreation 
Superintendent.   
 
General responsibilities will 
include theatre management, 
programming, staff supervision, 
marketing and community 
outreach.   
 
This position will direct the efforts 
of a team of employees working 
in the areas of business 
development, programming, 
planning, marketing and theatre 
operations. 
 
 
The Ideal Candidate 
 
The ideal candidate for the 
Theatre Manager position would 
be self-motivated, extremely 
professional, have a passion for 
working in the community, enjoy 
working within all aspects of 
organizational management and 
have excellent communication 
skills, both verbal and written.   
 
He or she would have experience 
with a wide variety of 
management functions including 
supervising employees, 
managing a customer service 
program, fundraising, event 
production, volunteers, budget 
management and working 
directly with the public. The 
individual filling this position 
must be friendly, team-oriented, 
be extremely computer literate 
and able to learn new computer 
programs quickly.   
 
 

Job Responsibilities 
 
Supervise, train and schedule all 
staff assigned to the technical, 
box office, and event production 
teams. 

Overall guidance of the long term 
creative and financial direction of 
the Theatre operation. 

Develop a season of in-house stage 
productions including plays and 
musicals through a collaborative 
process that includes gaining 
feedback from Theatre patrons, 
theater employees and the 
Programming Focus Group.  

Develop a Theatre and event 
marketing program and ensure its 
implementation through part-time 
employees, professional services 
and District marketing resources. 

Supervise recruitment, training, 
retention and scheduling of 
Theatre Staff and Volunteers. 

Analyze arts, recreation and 
entertainment trends in the local 
and regional area. 

Develop additional programming 
opportunities through a wide 
range of creative resources, 
including new youth and family 
theater programs, HARD classes 
and workshops, film series, and 
other ideas. 

Develop and maintain positive 
business relationships with 
national royalty licensing 
companies and booking agents.  

 
Develop and maintain positive 
business and creative relationships 
with local and regional artists 
including actors, directors, 
designers, musicians and technical 
professionals. 

Ensure the Theatre is managed 
during all events through direct 
involvement and supervision of 
the Theatre House Management 
team.  
 
 
 
 

 
 
Monitor ongoing maintenance of 
the Theatre and coordinate 
maintenance and custodial issues 
with appropriate HARD 
departments. 
 
Evaluate and monitor the 
Performance Benchmarks of the 
Theatre Business Plan, including 
evaluation of the established 
fiscal year benchmarks and 
development of new benchmarks 
that may become appropriate in 
the future. 
 
Assure that all HARD policies 
related to Theatre operations are 
followed. 
 
Represent HARD in a professional 
manner and support the needs of 
the Theatre and its patrons and 
clients. 
 
Must be willing to work nights 
and weekends and the flexible 
schedule required of the event 
business. 
 
Desirable Experience and 
Education 
Four-year (4) college degree.  
 
Minimum of five (5) years venue       
management and event 
production experience.   
 
Experience in the areas of 
audience development and box 
office management. 

  Experience developing community rental 
program for public assembly facilities. 
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Required Qualifications 
 
Extensive experience in the 
performing arts, recreation, 
facility management and event 
production. 
 
Background and/or 
understanding of work in a 
public-sector environment. 
 
Excellent organizational, 
customer service and 
communication skills. 
 
Strong marketing expertise and 
public relations skills including an 
enthusiastic interest in working in 
the community. 
 
Ability to represent HARD and the 
Theatre at public meetings and 
events. 
 
Good problem solver who has 
ability to prioritize work in an 
“ever changing” project oriented 
work environment. 
 
Ability to be a team builder of 
both employees and volunteers 
 
Strong computer skills 
 
Must have experience with 
automated box office software 
solutions (The Douglass 
Morrisson Theatre currently uses 
Vendini Ticketing Software, 
although experience with this 
vendor is not required.).  
 
Good writing skills with ability to 
compose professional 
correspondence, grants, press 
releases and other public 
documents. 
 
Ability to multi-task and be 
deadline driven.  
 
Ability to work independently. 
 
Must be skilled at building 
consensus in a group setting and 
comfortable working in a creative 
environment with other 
individuals with strong opinions 
and creative ideas. 

 

 

Anticipated 
Compensation 
 
HARD offers a competitive salary 
and Benefits program. The annual  
Salary starting at $75,000 with 
benefits - negotiable.    
 
Benefits may include: 
  
Fourteen (14) (paid) holidays a 
year.  
 
Ten (10) paid vacation days per 
year.  
 
Sick Leave accrued at 1 day per 
month 
    
Health Insurance – medical, 
Dental & Vision.  
 
Long Term Disability Plan  
 
Life Insurance -$40,000 paid by 
District  
 
Deferred Comp plan available- 
employee funded  
 
Employee Credit Union  
 
State Disability employee funded 
  
Recruitment and Selection 
Schedule    

September 9 -   Filing Deadline  

September 18-22 - Preliminary 
Interviews  

Final Interviews- October 2 -6  

WE ARE AN EQUAL 
OPPORTUNITY /AFFIRMATIVE 

ACTION EMPLOYER 

 

 

The Recruitment Process 

To apply for this exciting career opportunity, 
please send your letter of Interest and 
Resume by September 9, 2017 at 4:30pm 
(postmarks are not acceptable).  

Submit Letter of Interest and 
Resume to: 

Theatre Manager Position 
Hayward Area Recreation and Park 
District 
1099 “E” Street 
Hayward, California 94541 
ATTN:  Kerrilyn Ely 

 
Electronic submittals are accepted - send 
to  elyk@haywardrec.org by 4:30pm on 9-9-
17. 
 
Questions? 
Please contact Kerrilyn Ely regarding this 
position at 510-881-6704 or 
elyk@haywardrec.org 


