POSITION DESCRIPTION:

EDUCATION DIRECTOR





January, 2021
Marin Shakespeare Company (MSC) is an award-winning organization located just north of San Francisco in San Rafael, California, the county seat of Marin County, traditional home of the Coast Miwok. On Stage, we produce three plays each summer at the Forest Meadows Amphitheatre on the campus of Dominican University in San Rafael; are home to the Returned Citizens Theatre Troupe, and are building a Center for Performing Arts, Education, and Social Justice that will house an indoor 165-seat theatre, classrooms, and administrative offices. We offer a variety of Education programs throughout the year.  We are committed to Social Justice and have an extensive program in California State Prisons and for system-impacted youth. 

We are seeking an Education Director to work closely with the Managing Director to maintain, enhance and expand our education programs.  This is a full-time administrative position that includes administering programs; curriculum development; teaching and presentations in schools; marketing and artistic engagement; and new program development.

This position does not include administering Marin Shakespeare Company’s Shakespeare for Social Justice programs in prisons and other institutions.

EXPERIENCE AND QUALIFICATIONS

The ideal candidate will have experience teaching Shakespeare to various age groups, experience teaching creative dramatics to K – 8 students, administrative experience, knowledge of or ability to learn Mac systems (Excel, Word, etc.) and skills on the internet, as well as a customer service orientation and entrepreneurial attitude. A detail-oriented person with vision, the successful candidate must have the ability to oversee all aspects of successful education programs including: hire, train, oversee and support a large group of instructors with various levels of experience; update and create curriculum; help negotiate scheduling and contracts with schools; build partnerships with schools and community organizations; undertake long and short term planning; problem solve with a cheerful attitude; and handle day-to-day enrollments, record-keeping, mailings, and other administrative duties. 

COMPENSATION AND BENEFITS

Compensation depends on experience, is negotiable, and may range from $50,000 - $55,000.  Health insurance is available.
GENERAL INFORMATION

Marin Shakespeare has a small staff, currently seven full-time positions, of which the Education Director is one.  We also have a Managing Director, Artistic Director, Marketing Director, Business Manager, Shakespeare for Social Justice Project Manager, and Artist in Residence.  We hire more than 100 part-time and seasonal employees, including Teaching Artists. The working environment is in a home office; it is a friendly, flexible, creative work environment.  Currently, all staff are working remotely from home.  Soon, we hope to move into our new Center for Performing Arts, Education, and Social Justice. This position requires someone with excellent communication and planning skills, with a passion for teaching drama to youth and deepening appreciation of Shakespeare for all ages.
Marin Shakespeare Company is committed to anti-racism in all of our work, and to being an inclusive and just organization.  We encourage applicants to see the Accountability section of our website.
PRIMARY RESPONSIBILITIES

The Education Director manages Marin Shakespeare Company’s Education Programs, including: Shakespeare summer camps, year-round classes, the Teen Touring Company, Student Matinees, Audience Engagement, Will Power (Shakespeare classes and residencies in schools) and Play Power (in-schools and after school Drama classes.) This position reports to the Managing Director of the Company.  Long and short term planning duties are executed in conjunction with the Managing Director.

DUTIES

1. Long term planning:

· Evaluate success of current programs

· Develop recommendations to enhance the success of current programs

· Identify new program opportunities

· Plan for long-term growth of Education Programs

2. Short term planning:

· Schedule specific Education Programs

· Contract with Classroom Venues

· Support Marketing Initiatives and provide information for marketing materials such as background information about main stage productions, Story of the Plays, etc.

· Support Development Initiatives and provide information for grant proposals as asked

3. Hire, train and oversee Instructors:

· Maintain Instructor Contacts

· Interview and Hire Instructors for classes and other programs

· Provide training for Instructors

· Oversee and Evaluate Instructors

· Provide substitute Instructors as needed

· Oversee opportunities to encourage new Instructors, and professional growth opportunities for Instructors

4. Reporting and Evaluations:

· Maintain enrollment reports

· Distribute and evaluate Surveys

· Provide program reports

· Provide year-end reports

5. Summer Camps, Intern Programs and Year-round Classes 
· Interact with students and families, maintain data base

· Prepare Teacher Manuals, class lists, and other materials 

· Maintain emergency form records

· Create or help create scripts for student productions

· Provide administrative assistance to Instructors as necessary: prepare and Xerox scripts, prepare and copy programs, prepare instructor reporting forms

· Attend student performances, interact with families

· Provide costume, prop and set support from stock

· Collect student/family evaluations
· Teach a class for Acting Interns, if appropriate
· Problem solve as necessary

5. Teen Touring Company:

· Contact schools for bookings

· Create schedule of performances

· Oversee Auditions

· Provide administrative assistance to Instructors: audition forms, scripts, programs

· Create and distribute Discovery Guides, evaluation forms

· Solicit Donations from Schools

· Distribute information about MSC plays and classes to students

· Provide costume, prop and set support from stock

6. Play Power and Will Power (in-school Drama Shakespeare programs)

· Market program to schools

· Prepare contracts and proposals

· Coordinate requests: scheduling, hiring teachers

· Create curriculum

· Provide Administrative assistance

· Provide Production assistance such as costumes, props, sets from stock

· Evaluate programs

· Teach or substitute teach some elementary school classes in schools and/or for home school students

· Provide school visits for High School English Classes “Best Practices in Teaching Shakespeare” – plan and schedule with classroom teachers, create curriculum, provide instruction, hire and train Teaching Artists
7. Student Matinees

· Market to schools; email during the summer, follow-up calls

· Coordinate requests with the Box Office

· Prepare and mail Discovery Guide in advance of performances
· Lead Educator Event
· Introduce Plays, help front-of-house at performances

· Evaluate programs

8. Other Duties:

· Perform other duties as assigned by MD to support the overall efforts of Marin Shakespeare Company

APPLICATION:

Email cover letter and resume as soon as possible to:

Lesley Schisgall Currier, Managing Director

Marin Shakespeare Company

P. O. Box 4053

San Rafael, CA  94913

email: lesley@marinShakespeare.org
www.marinShakespeare.org
Marin Shakespeare Company is an Equal Opportunity Employer.  
