
ODC Theater Assistant

Background
ODC is a groundbreaking contemporary arts institution, delivering its mission through a world class
dance company, an innovative presenting theater and digital platform, a dance school for movers of all
ages and abilities, and ODC Heath with initiatives including a fee-free diagnostic and educational Healthy
Dancers’ Clinic, and a fitness program for all levels and abilities. Guided by Founding Artistic Director
Brenda Way, ODC is nationally recognized for its entrepreneurial spirit and artistic innovation. Unique for
its fully integrated vision, ODC strives to inspire audiences, cultivate artists, engage community, and
foster diversity and inclusion through dance performance, training, and mentorship. ODC operates a
two-building campus consisting of a Dance Commons and the ODC Theater in San Francisco’s Mission
District (when in-person activities are allowed), and a robust digital program for classes, performances,
and engaging dialogue. ODC’s programs and activities have contributed to community development, arts
education, and access to creative art-making for 50 years.

Position Summary
The ODC Theater Assistant is a full-time, non-exempt, hourly position, and reports to the Creative
Director. They are the primary administrative staff for the ODC Theater team, working closely in a
supportive role to the Creative Director and Theater Venue Manager to ensure smooth and efficient
day-to-day operations of the theater and effective, coordinated interface with the Production, Marketing,
Digital, and Finance/Administration teams, as well as select long-term tenants in ODC’s Campus, such as
ODC Home Companies. The Assistant maintains and manages departmental templates, organizational
tools, files, and timelines.

The role coordinates administrative resources and hospitality for contractors with ODC Theater and artists
engaged with the key programs of ODC Theater, including but not limited: ODC Theater Presents,
Community Engagement, and Rentals. They are the consistent point of contact for support and inquiry for
artists during their time at ODC Theater and are responsible for tracking an artist’s experience from
project start to finish, ensuring that they receive excellent customer service from ODC Throughout.

With the Theater team, the Assistant serves as a representative of ODC Theater as needed at in-person
activities, attending performances and community engagement activities agreed upon with the Creative
Director. The Assistant participates in related ODC and ODC Theater staff meetings, retreats, and events.

This role will be based in ODC’s campus at 351 Shotwell Street and 3153 17th Street in San Francisco.
When appropriate/required, remote work will be allowed and arranged with the Creative Director. 



Roles & Responsibilities
Theater Artist Experience

● In coordination with ODC Theater Venue Manager, liaise with appropriate staff and artistic
teams to ensure Artists’ excellent experience with ODC Theater and on ODC campus

● Field program inquiries, track and maintain departmental assets, and serve as the
primary point of contact to communicate program overviews and initiatives to individuals
inquiring after ODC Theater programming. 

● Act as the main point of contact for all artists engaged with ODC Theater, staying
informed of and tracking their projects with ODC’s internal teams from beginning to end of
production.

● With the Theater Venue Manager, track the key timelines, deadlines, and milestones for
ODC staff, and artists and their appropriate creative team members.

● Request and track the delivery of key information to and from Theater artists, including but not
limited to: Intake forms, resources available to Theater Artists (e.g.; complimentary access to
classes, studio space, comp tickets), invoices and documentation of expenses, and feedback
surveys.

● Coordinate, deliver, and monitor artist hospitality as needed.
● In coordination with Theater Venue Manager and the ODC CRA team, ensure Artists are

prepared for smooth onsite arrival at ODC including participant check-in and key check-in/out at
the Front Desk.

Theater Administration
● Serve as primary office manager/administrator for ODC Theater including fielding

correspondence and on-going record-keeping.
● Manage, track, and maintain the Theater’s organizational tools and files (Intake forms, Google

Drive, Asana, ODC Server files, DocuSign, MindBody)
● Manage and deliver key theater communications to the larger ODC Staff including, but not limited

to monthly and weekly notices regarding the current activities taking place in the Theater
● Coordinate with ODC Campus Production Coordinator, Audience Services Coordinator, and

Theater Venue Manager to prepare and deliver Event Information Sheets to ODC personnel and
relevant event staff.

● Prepare departmental check requests with project coding.
● Maintain electronic and hard-copy files of ODC Theater agreements and contracts including the

archive of completed agreements and contracts
● Prepare monthly and as-needed reports and reconciliations for Creative Director, Finance,

Executive Staff and Board

Theater Program Coordination
● Maintain and communicate the schedule of Theater Lobby Gallery exhibitions, and assist Venue

Manager as needed with scheduling preparation, installations and de-installations of visual art
exhibitions in the ODC Theater lobby gallery space

● Provide general artist support and coordination of hospitality as required.
● Staff Theater Presents and Co-Presents events and performances and help facilitate visiting artist

and patron experiences and to serve as a representative of ODC Theater in the community
● Provide administrative support and act as a liaison and coordinator with relevant ODC staff in the

call for proposals, selection of artists, and crafting of agreements for presented, rental, residency,
and mentorship program initiatives.

● Coordinate with ODC’s Marketing team to ensure timely messaging of ODC Theater’s events
including but not limited to: planned ODC Marketing campaigns, special event invitations to the
public, postings to community event calendars, and cross-promotional opportunities with
community partners.



Qualifications
● Minimum 21 years of age and eligible to work in US 
● Must be available to work on-site at ODC campus in San Francisco (351 Shotwell Street and 3153

17th Street, San Francisco, CA 94110)
● Bachelor’s degree or higher education certification 
● Minimum 3 years professional experience working for an arts or cultural organization 
● Passion for supporting the development of the arts and culture sector and dance field 
● Ability to work proactively both with a team and independently 
● Demonstrable leadership skills
● High level of customer service, organization, written and verbal communication, and attention to detail
● To safeguard the health and well-being of our employees and clients ODC requires the following

steps regarding Covid 19 vaccination– all employees must take all necessary steps to be fully
vaccinated as defined by the city and county of San Francisco as a condition of employment, unless a
reasonable accommodation is approved.

Compensation and Time Base
● This is an at-will, full-time, hourly position (eligible for overtime) with a minimum time base of 40

hours per week. This position is based on ODC’s San Francisco, CA campus and offices with
arrangements for some remote work.

● $28 - 30 per/hour DOE
● As a dance organization committed to physical well-being, ODC’s benefits package currently includes

health coverage for full-time employees (vision and dental coverage are available at the employee’s
cost), a retirement savings plan and a life insurance plan.  The role earns and accrues two weeks
paid vacation as well as sick leave.  Additional benefits include pre-tax commuter deductions, access
to tuition-free dance classes at ODC, complimentary tickets to select ODC performances, and a
dynamic work environment.

To Apply
● To apply for this position, please email your current resume and a cover letter to: HR@odc.dance
● Note, please reference “ODC Theater Assistant”  in the subject line.
● ODC requires proof of vaccination for the members of our staff who wish to work in-person on

campus.
No phone calls please.

Principals only. Recruiters; please don't contact this job poster.

Please do not contact job poster about other services or products.

At ODC we believe the vitality of life in the San Francisco Bay Area is contingent upon
continued exposure to a variety of perspectives, beliefs, and wisdom. Our work at ODC is
challenging and exciting. We attract people who are committed to dance and the arts and we
are willing to work hard to engage our audiences and serve our communities. If you want to
make a difference, challenge yourself and help us continue to innovate, we welcome your
energy and talents. People of color and people with disabilities, of diverse sexual orientations,
gender expressions and identities are welcome and encouraged to apply.

mailto:HR@odc.dance

