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JOB TITLE: Office Manager/Media Coordinator
Reports to: Executive Artistic Director
Employment Status: Full-Time
FLSA Status: Exempt
Salary Range: $38,000–$42,000 annually

ABOUT SPARTANBURG LITTLE THEATRE: 
Spartanburg Little Theatre (SLT) is a nonprofit performing arts organization dedicated to activating, cultivating, and educating our community through quality theatrical experiences. Each season, SLT presents a diverse schedule of classic and contemporary productions that appeal to audiences of all ages while showcasing the talents of local actors, theatre professionals, designers, technicians, musicians, and volunteers.
Supported through the generosity of patrons, donors, sponsors, and community partners, SLT has enriched the cultural life of Spartanburg for generations by producing exceptional live theatre and creating opportunities for artists and audiences to connect through the performing arts.
SLT also includes the Spartanburg Youth Theatre (SYT), which enriches the lives of Upstate youth and families through high-quality “by youth, for youth” theatrical productions, innovative educational programming, and community outreach that engages and inspires the child in all of us. Youth participants in grades 3–12 develop confidence, creativity, collaboration, and leadership skills while experiencing the transformative power of live theatre.
Learn more about Spartanburg Little Theatre at spartanburglittletheatre.com and Spartanburg Youth Theatre at spartanburgyouththeatre.com.
JOB SUMMARY: Spartanburg Little Theatre is seeking an Office Manager/Media Coordinator. 
This dual-role position is ideal for someone who thrives in a creative environment and has a passion for the arts. Reporting to the Executive Artistic Director, the position involves comprehensive office management, including financial accounting, maintaining records, and ensuring timely payments. It also provides extensive administrative support, handles special events coordination, and manages all aspects of media and social media campaigns. Additional responsibilities include processing donations, maintaining databases, and ensuring consistent communication and collaboration across the organization.
JOB DUTIES AND RESPONSIBILITIES
[bookmark: production-technical-execution]FINANICIAL AND RECORD-KEEPING
· [bookmark: facilities-technical-operations]Manage financial accounting, record-keeping, and reporting for the organization.
· Handle bank deposits and maintain records via QuickBooks.
· Follow recommended accounting procedures from an external audit firm.
· Maintain comprehensive files for vendors, taxes, grants, customers, and employees.
· Ensure timely payment of bills and contracted employees.
ADMINISTRATIVE SUPPORT
· Provide administrative support to the executive director, staff, and board.
· Oversee maintenance of databases and mailing lists.
· Manage general office functions, including supplies and equipment maintenance.
· Process donations and subscriptions, maintaining relevant databases.
· Coordinate group reservations and manage email communications.
· Handle incoming mail and assist with audition and production materials.
· Ability to communicate effectively to address inquiries, provide support, and maintain a positive and professional demeanor while interacting with the public and handling phone calls
[bookmark: youth-theatre-community-engagement]SPECIAL EVENTS AND HOSPITALITY 
· Assist in coordinating special events and manage related budgets, vendors, and volunteers.
· Schedule and manage catering for cast meals.
· Plan and purchase merchandise for the youth theatre.
MEDIA COORDINATION
· Maintain and manage social media presence for the organization.
· Develop and execute social media campaigns for productions and events.
· Coordinate radio ads, billboard campaigns, and other marketing efforts.
· Handle administrative details for publicity and marketing.
· Manage production photography and provide photography/videography services as needed.
· Regularly update website content, monitor site performance, and troubleshoot technical issues.
OTHER DUTIES
· Maintain regular office hours and coordinate with directors to align with the organization's vision and goals. Some evening/weekends required. 
· Maintain a positive and helpful attitude with staff, board members, volunteers, and members. 
PREFERRED SKILLS AND EXPERIENCE
· Associate’s degree or higher in related fields, and/or 3+ years of similar work experience.
· Outstanding written communication skills
· Administrator-level experience with Social Media Platforms, graphic design applications, Canva, Constant Contact or similar communications application, customer relationship software (CRM), Squarespace, and a sound working knowledge of Microsoft Office (Word, Excel)
· Requires attention to detail, strong organizational and analytical skills, and exceptional customer service.
· Familiarity with industry standards in the theatre sector
· Ability to work in both a team environment and independently.
· Comfortable working directly with the public and a diverse group of stakeholders.

BENEFITS
· Health insurance following successful completion of a 90-day introductory period
· Paid Time Off (PTO)
· 10 paid holidays annually
· Professional development opportunities
· Complimentary tickets to Spartanburg Little Theatre productions
EQUAL OPPORTUNITY EMPLOYER
Spartanburg Little Theatre is committed to fostering an inclusive, respectful, and welcoming environment for employees, volunteers, artists, and patrons. We celebrate diversity and are proud to be an Equal Opportunity Employer. Employment decisions are made without regard to race, color, religion, national origin, age, sex, disability, veteran status, sexual orientation, gender identity, or any other protected status under applicable law.
TO APPLY: 
Please submit the following:
· Cover Letter
· Resume
· Three Professional References
Email application materials to: Jay Coffman, Executive Artistic Director, at jay@spartanburglittletheatre.com.
Subject Line: Office Manager/Media Coordinator Application
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