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Title


Theatre Manager
Accountable to 
Board of Directors. The Theatre Manager is the only employee of ACC reporting to the Board of Directors, through the Chair. 

Core Function 
To manage the operations of the Acadia Cinema Cooperative’s (ACC) Al Whittle Theatre, in accordance with the guidelines established by the ACC Board of Directors.

Level of risk

low
Responsibilities 

Leadership and advice for the ACC Board

1. Present a written report at all Board meetings (and a written annual report at the AGM) that includes information about daily operations, reflects the progress on strategic initiatives and notes needed improvements, emerging opportunities and risks.

2. Support Board activities such as performance measures, agendas for meetings, policies and achieving ACC goals and mandate.

3. Work with Board officers and committees as required to guarantee the success of the Acadia Cinema Cooperative's facilities.

4. Provide input and review plans and budgets as part of the annual planning and budgeting cycle and present recommendations to the Board of Directors and/or the appropriate committee.


Community Relationships

1. Develop working relationships with: 

a. other similar organizations (venues, facilities) to share resources and/or costs.

b. users (renters) to keep abreast of emerging issues.

2. Act as the spokesperson for the Cooperative as directed by the ACC Board of Directors. 

Management of facilities of the Acadia Cinema Cooperative 

1. Maintain regularly posted office hours

2. Be responsible for:

a. day to day office and financial management including government remittances 

b. day to day theatre communications (e-mail, phone, fax, and post) 

c. promote, or otherwise market, the ACC facilities to potential presenters in order to increase theatre bookings 






d. entering into contracts for service (clients, contractors and Events Managers) and for projects as required within policy and/or approved budgets.


e. assigning events to Events Managers with up-to-date information and contacts for event requirements, and ensuring Event Managers are prepared and adequately supported

f. training Events Managers, Ushers, Studio-Z assistants and other volunteers. 

g. overseeing the work of all contractors and volunteers

h. supervising the maintenance of the theatre and all equipment

i. working with the Just Us! staff and attending Co-Ownership/Co-Management Agreement  Committee meetings to assure the coordination of efforts in areas of joint responsibility and event management

j. keeping film posters, window displays (including calendar), marquee, phone messages and web site up to date with the assistance of volunteers as available

Other Duties

Perform such other duties as are prescribed in writing from time to time by the Board of Directors.

