Job Title: Props Coordinator					
Reports to: Director of Production	
Department: Production
Classification: Contractor
Dates: Based on production needs
Fee: $2,000-$3,000 based on production & experience

Job Summary: The Props Coordinator should be proficient in leading projects independently or in a team to build, install, and strike all properties for the production. Props Coordinators typically begin two weeks before first rehearsal and is expected to work until the end of strike after the performances. 

Primary Responsibilities:
· Read, maintain, and update theatrical documentation, including props lists, inventories, run sheets, drafting, and shop drawings. Follow build instructions and fabricate props using a variety of materials and techniques
· Research all props to ensure appropriate time period and aesthetic based on the directors’ concept
· Source, construct, and acquire props including coordinating stock pulls, purchases, rentals, and borrows with the Rentals & Inventory Manager and other vendors
· Manage the props budget as assigned by the Director of Production
· Organize, maintain, repair, adjust, and replace props throughout rehearsals and performances, ensuring they are safe and appropriate for use by actors and crew
· Support stage management and production needs by providing rehearsal and performance props and addressing running needs throughout the production
· Attend production meetings, work calls, rehearsals, and other events as needed. Meet deadlines, follow production schedules, and communicate promptly with the production team
· Coordinate the transportation, return, and storage of props and rentals, and complete strike, including restoring items and archiving documentation
· Maintain the organization and cleanliness of the venues and shops
· Maintain a safe work environment 
· Foster a productive, positive environment through open communication and dedication to problem-solving 

Required Skills/Abilities: 
· Able to read and understand rental contracts, theatrical drafting, shop drawings, and theatrical engineering documents
· Able to use a wide variety of hand and power tools and fabrication techniques
· Able to safely lift over 50 pounds either alone or assisted
· Able to work safely on ladders and scissor lifts
· Able to work calm and collected under pressure
· Detail oriented
· Self-starter 
· Strong communication skills 

Preferred Additional Skills/Abilities: 
· Ability to drive a box truck up to 26’ with a valid driver’s license and a clean driving record

Education and Experience:
This position requires no specific number of years of experience or minimum educational credentials.

Local to Louisville area is preferred, but not required. 

About Kentucky Opera: 
Kentucky Opera sparks discover, joy, and connection among communities throughout the Commonwealth with the shared experience of opera. Founded in 1952, Kentucky Opera aims to cultivate an open-minded community through innovation, connection with the community, and developing young artists. Kentucky Opera performs in one proscenium space with union crew and one warehouse/black box type space. 
