MASSACHUSETTS DANCE FESTIVAL - 2011

VOLUNTEER JOB DESCRIPTIONS

SET-UP

Arrive before directors, company members, and the public arrive. Hang up signs. Set up tables and chairs for registration, resource table, water/snack table. Set up table and chairs for panel discussions and attendees, if applicable.

ASSIST WITH REGISTRATION of workshop participants.

WORKSHOP ARTIST/PANELIST CHECK-IN 
(At Check-in Table)  Greet and check in all Workshop Artists and Panelists.  Inform them of layout of building and where their session(s) will be. 

GREETERS – Participants/Audience 
Participants: Stationed as needed. Greet participants and direct them to workshops or dressing areas. Audience: Stationed as needed. Greet audience upon arrival and direct them as needed.

TRAFFIC CONTROLLER

Vol. will be stationed as needed, to direct participants to proper places throughout the day. Be familiar with room numbers, changing areas and bathroom locations.

ASSIST WITH ATTENDANCE - Count the number of attendees actually in each workshop and report back to Registration.

"Ask Me" - be available to assist with broad range of questions:

Answer questions re locations of workshops, bathrooms, dressing rooms, schedule, tickets for performances, parking, first aide, vendor issues.  Know who on staff to send participant to for answers/assistance beyond volunteer's knowledge

"Go-fer" - be available to assist with/run errands as needed including at least:

Sound equipment, lighting/windows, extra chairs or equipment for particular workshops, briefly cover for staff/committee member, if needed, etc.
RESOURCE TABLE PERSON

Create and maintain neatness of table and area. Restock if applicable. Answer questions if possible. (Not required to stand/sit there 100% of the time.)

FIRST AIDE
Know basic emergency responses. Locate and apply bandages, ice packs, etc. as needed. Locate company director and contact 911 if necessary. Be available as needed throughout entire festival.
Assistant STAGE Manager/BACKSTAGE LIAISON

Work closely with Choreographers/Directors, Sound Technician and House Manager under direction of Festival Manager. Assist in cueing all participants throughout the event and tape studio floor (block it) as needed.

PERFORMANCE SET UP CREW

Set up as needed.

BOX OFFICE 

Sell tickets in front lobby. Sell tickets in advance to non-performers and volunteers already in the building. Make change as needed.  Be sure there is enough change in Kitty and be prepared to run (or send someone to run) to nearby merchants to break large bills if needed. Answer questions as guests arrive. (Keep them calm and happy if show start time runs late.)

This could be altered if we go electronic.

USHERS

Fold programs early. Take tickets at the entrance to theatre. Hand out programs at entrance to theatre. Accommodate disabled and elderly patrons as needed.

CLEAN UP CREW

Clean up all hallways, rooms and studios used during festival. Take down signs. Put away/aside chairs and tables. Gather Lost and Found items. Close any windows we opened. Help bring supplies out to cars.

