
PRODUCTION TEAM  
SUMMARY OF DUTIES, ROLES AND RESPONSIBILITES 

 

          DUTIES ROLES AND RESPONSIBILITES 

PRODUCTION MANAGER 

The production manager must put together a team the members of which will be 
assigned various production related tasks such as budgeting; establishing a production 
calendar; organising and chairing the production team meetings; obtaining the rights to 
the play; approving the production expenses and preparing a financial report at the end 
of the production. 

TICKET SALES 

The person responsible for ticket sales, who answers to the production manager or 
assistant production manager, must see that tickets are distributed to the actors and to 
the various sales sites before play week and must also see to the sale of tickets at the 
door on play nights. 

SPONSORS  
The members of this team, who answer to the production manager or assistant 
manager, will be assigned the task of finding sponsors to help meet the various 
financial and material requirements related to the production of the play. 

PROGRAMME 

The person responsible for the programme, who answers to the director, or assistant 
director and the production manager or assistant manager, must see to the design and 
printing of a programme that will showcase the play, all of those who worked on the 
production, plus the sponsors and any other pertinent information.  

PUBLICITY, PUBLIC 
RELATIONS (MEDIA OR 
OTHER) 

This team is responsible for promoting the play before and during play week; 
distributing posters; sending out mail and E-mail and contacting people by phone. They 
must also reserve space on the city’s electronic billboards at the main city entrances as 
well as at the Centre Marcel-Dulude, and must also make sure that the local 
newspapers publish articles informing their readers about the play. To that effect they 
must send a communiqué, and when possible, a few pictures to the newspapers. 

POSTER 

The person who is responsible for the poster must see to the design and printing of a 
poster that will convey the content and nature of the play.  He or she answers to the 
director, the assistant director and the production director or assistant production 
director. 

 

STAGE MANAGEMENT 

The stage management team must see to it that the actors are in place and on time for 
their various stage entrances; must make sure that things run smoothly backstage and 
that all accessories and set changes etc. are done rapidly and correctly. During the play 
the management team must be in contact with the sound and lighting operators, to 
assist the actors with their timing and technique. The stage manager answers to the 
director, the assistant director or the assistant production manager. 



          DUTIES ROLES AND RESPONSIBILITES 

SOUND AND MUSIC 

The person responsible for sound and music answers to the director, his or her 
assistant and the director and assistant production manager. He or she must choose 
the appropriate sound effects and music for the play; prepare the musical score and the 
cues in the text and operate the sound console during the play. 

CONTROL, LIGHTING 

 

The director of lighting answers to the director, his or her assistant and the production 
director or the assistant production director and is responsible for the lighting design. 
He or she must supervise the work done by the FX Production lighting techniciens; 
prepare the lighting cues in the text; keep track of the techniciens’ work hours; operate 
the console or assist the FX Production technicien. 

SET DECORATION 

The set direction team, who answers to the director and assistant director, as well as 
the production director and his or her assistant, handles the technical details as well as 
the construction of the set. 

 

PROPERTY MANAGEMENT 

The property manager, who answers to the director and his/her assistant, as well as to 
the production and assistant production manager, must find or make the accessories 
that will be used in the play. He/she must see to it that all of the necessary props be in 
place on stage, or in the wings, and ready for use by the actors. 

COSTUME DESIGN 

The person in charge of costume design, who answers to the director and assistant 
director, as well as the production manager and her/his assistant, must find or make the 
costumes, as well as the accessories for the costumes. She/he could also be asked to 
help the actors with rapid costume changes during the play. 

 

DRESSING ROOM, MAKE UP, 
HAIR AND COSTUME 
CHANGES 

 

 

Those working as dressing room attendants must do the actors’ hair and make up and 
help them to come up with a look that corresponds to the characters they will be 
portraying. The attendants must keep the make up kit organised and oversee the 
costumes as well as the actors’ costume changes. Dressing room attendants answer to 
the director and her or his assistant and to the production manager and his or her 
assistant. 

BAR 

The bar attendant, who answers to the production and assistant production manager, 
must procure and serve the refreshments during intermission. 

 

ACTORS’ REFRESHMENTS 
The person who provides the actors with snacks and beverages between acts must 
procure the snacks and water that will be provided to the actors during the dress 
rehearsal and play nights. He or she must also organise the post production party that 



          DUTIES ROLES AND RESPONSIBILITES 

is held after the last representation. This person answers to the production or assistant 
production manager. 

FRONT OF HOUSE  

The person who does front of house answers to the production or assistant production 
director and must see to programme distribution; the greeting of ticket holders; the 
setting up of the coat room; and the display of posters, in the entrance hall, depicting 
past and recent plays.  

VIDEO TAPING 
As instructed by the director or assistant production director, the person responsible for 
the video taping of the play on production nights must also edit the video and prepare 
the DVDs for those who request a copy.  

 

PHOTOGRAPY 

The photographer, who answers to the director or assistant production director, takes 
pictures of the actors before, during and after the play. These photos are used for 
purposes of publicity and they also provide souvenirs for the cast.  

 


