
PRODUCTION ASSISTANT 
summer position 
Victoria Shakespeare Society 
 
Job start date: 15 May 2017 
Job end date: 6 August 2017 
 
The Victoria Shakespeare Society (VSS) produces the Greater Victoria Shakespeare 
Festival (GVSF), and performs on the Lansdowne Campus of Camosun College. There 
will also be three performances Aug 3-5 at Saxe Point in Esquimalt. The upcoming 27th 
season will be Macbeth, directed by Kate Rubin & Karen Lee Pickett, and Love’s 
Labour’s Lost, directed by Janet Munsil.  
 
Over the years, the Greater Victoria Shakespeare Festival has given many students 
meaningful opportunities to develop professional skills, network with professional theatre 
artists and be part of a dynamic creative team committed to awakening a passion for 
Shakespeare and the arts.  
 
Skills required for this position include:  

• Strong interpersonal communication; 
• Strong customer service and sales commitment; 
• Setting goals and priorities;  
• Continuously monitoring the success of a project or task and identifying ways 

to improve;  
• Working independently, as well as a part of a collaborative team;  
• Being flexible, and respectful of the contributions of others;  
• Accepting and providing feedback in a constructive and considerate manner; 
• Using creative problem-solving approaches; 
• Demonstrating persistence and adherence to deadlines;  
• Adapting to changing requirements and information. 

 
The Student will work closely with the Producing Artistic Director, the Associate 
Producer, the Front of House Manager, and the directors and stage managers of the plays 
in a collaborative process to ensure the smooth operation of the Festival. The Student will 
be directly supervised by the Producing Artistic Director, who will have daily contact 
with the Student, and mentor the Student in Theatre Festival Production.  
 
Production assistant duties include: 

• Supporting the promotion of the Festival through helping to coordinate and being 
on-site at various GVSF extra-production events, such as markets, community 
festivals and parades;  

• Providing support to the Festival through various activities and cross promotion 
with other arts organizations; 
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• Assisting the Producing Artistic Director and Associate Producer in 
administrating and coordinating the day-to-day operation of the Festival, which 
may include grant writing, fundraising and event planning, education and 
community outreach program planning, assisting social media development, 
design and delivery; 

• Bringing energy and ideas to the marketing of the Festival; 
• Assisting in raising awareness of community programs and groups; 
• Assisting with administrative tasks; 
• Coordinating with local businesses used as ticket vendors;  
• Assisting the Front of House Manager in coordinating and training volunteers in 

the areas of ushering, box office and concession; 
• Coordinating and managing the on-site concession. 

 
The successful applicant will: 

• have a valid driver’s license and dependable access to a working vehicle in 
the daytime.  Owning your own car is an asset; 

• have experience in a theatre environment; 
• have a desire to learn more about producing theatre in a professional context 

and be a good team player; 
• be outgoing, enthusiastic and dedicated to connecting with patrons; 
• be between 18 and 30 years of age at the start of the employment; 
• have been registered as a full-time student in the previous academic year and 

intend to return to school on a full-time basis in the next academic year; 
• be a student in a secondary, post-secondary, CEGEP (Quebec only), 

vocational or technical program, university; 
• be a Canadian citizen, permanent resident, or person to whom refugee 

protection has been conferred under the Immigration and Refugee Protection 
Act; and, 

• be legally entitled to work in Canada in accordance with relevant 
provincial/territorial legislation and regulations. 

 
Some evening and weekend work required. The Greater Victoria Shakespeare Festival 
is committed to hiring the best person for the job. Students from diverse backgrounds 
are encouraged to apply. 
 
The position will be 35 hours per week at $14 per hour, contingent on receipt of HRSDC 
funding. If funding is not received, the position will be paid a flat fee of $2000. 
 
To apply, send cover letter, resume and contact details for two references (in PDF format 
with applicant’s last name in file name) to: 

Stephanie Meine, Associate Producer 
Greater Victoria Shakespeare Festival 
stephanie@vicshakespeare.com 

 
Submissions close 24 March 2017. 


