JOB DESCRIPTION SCR

POSITION: EXECUTIVE ASSISTANT & BOARD LIAISON
REPORTS TO: Managing Director

DEPARTMENT: Executive

STATUS: Full-time/Non-Exempt

COMPENSATION: $56,000-$60,000 Annually

ABOUT THE POSITION

South Coast Repertory (SCR) is seeking an Executive Assistant & Board Liaison to oversee the administrative
needs of the Managing Director and support Board-related activities. This position serves as a resource for
the Managing Director and Board of Trustees, including elevating correspondence and efficiency practices,
remaining organized, and providing high-level support. A good fit for this role means you enjoy bolstering
trust with internal and external stakeholders, achieving clean systems and processes, and building strong
working relationships.

The Executive Assistant & Board Liaison supports SCR’s mission, strategic goals, and Equity, Diversity,
Inclusion, and Belonging core values through their commitment to prioritizing and strengthening Board
relations, communication, and providing greater access to the Managing Director for SCR staff and the
community.

ABOUT THE ROLE
Board of Trustees
e Serve as aresource for Board members and staff liaisons.

e Organize and prepare materials for Full Board, Executive, Finance, Investment, Facilities, Strategic
Planning, Board Development, and other committee meetings as assigned.

e Attend meetings and take/prepare notes, as assigned.
e Coordinate Board-related meetings and special events.

e Maintain and distribute up-to-date information for the Trustee Resource Binder, including roster,
meeting dates and locations, adopted budget, terms of service, SCR’s history and programming,
committee assignments, and other materials, as assigned by the Managing Director.

Communication
e Serve as a communication hub between the Managing Director, SCR staff, and the community. Ensure
all pertinent information is shared with the Managing Director in a timely manner.

e Demonstrate high-level of stewardship in all communication with Board members and donors.
e Maintain professionalism and strict confidentiality with all materials and conversations.

Executive Time and Calendar Management
e Proactively manage and serve as an active steward of the Managing Director’s calendar and time,
ensuring the daily schedule reflects organizational priorities and protects time for focused work and
preparation. Anticipate transitions, provide timely reminders, and respectfully intervene when
needed to keep meetings and the Managing Director’s day on schedule.

e Reserve meeting locations and arrange room setup needs through Operations department.
e Coordinate lunch and dinner reservations and/or in-house catering for meetings as requested.

Organization
e Complete assigned projects, ensuring organizational goals are achieved, and best practices are upheld
based on weekly priorities and upcoming needs.

e Assist with accounting related needs, including check requests, invoices, and reimbursements.




e Assist the Managing Director with theatre industry affiliations, conferences, research, and other
activities.

e Update and prepare speaking materials as requested, including speaking points, power point
presentations, and note cards.

e Research and create resources to help Managing Director prepare for events and meetings with
Board members, donors, prospects, and community members.

e Support the Managing Director and General Manager with the completion of grant applications,
departmental supply needs, and other projects as assigned.

Playwright Commission Agreements
e Generate and maintain all playwright commission agreements, files, and payments records with
direction of the Managing Director. This includes:

o Draft and finalize playwright commission agreements based on terms approved by the
Managing Director.

o Process and distribute payments based on schedules included in agreements.

o Maintain history of active and closed commissions, including terms and agent data in physical
producing/commissioning folders and digital archive.

ABOUT THE PERSON
Qualities and skills that best serve an Executive Assistant & Board Liaison may be:
e 2-3years as an Executive Assistant or experience with project management, donor stewardship, theatre
management.
Prior experience with a nonprofit organization preferred but not required
Excellent oral and written communication, organizational, and project management skills
Ability to handle sensitive information in a confidential manner
Proficiency with full Microsoft Suite, including Outlook, Excel, PowerPoint, SharePoint, and Teams
Curiosity about Al for productivity highly encouraged
Comfortable and able to adapt to changes in a fast-paced environment
Able to pivot between multiple priorities with high level of detail
Drivers License
Commitment to Equity, Diversity, Inclusion, and Belonging, and enthusiasm to nurture an anti-racist
work culture

SCR CULTURE AFFIRMATIONS
The Executive Assistant & Board Liaison serves as an essential contributor to South Coast Repertory’s culture
and success by embracing these affirmations:

e ITam aleader. My actions drive the success of SCR by expanding our impact, building community
support, and delivering results for our team. I lead by example.

e Iam a collaborator. [ bring my best, contributing my unique skills fully as we co-create our work.
Our interdependent team navigates the unknown together.

e Iam an advocate for an inclusive workplace. I celebrate the contribution of diverse perspectives. |
work to create an environment of safety, support and accountability so everyone can thrive.

e Iam alifelonglearner. I commit to continuous growth - for myself and of others - by staying
current in my field and supporting a culture of initiative and innovation.

o Iserve as arepresentative of SCR. | embody SCR’s mission, vision, and values in all aspects of work.

WORKING CONDITION
Regular tasks of this position may include:
e Sitting for 5-6 hours at a time
e Extended periods of time working on a computer




COMPENSATION

SCR offers a comprehensive compensation and benefits package including a retirement plan with a 2.5%
employer match, escalating paid vacation, sick, mental health days and holidays, health benefits including
medical, dental, vision, life and long-term disability insurance, complimentary tickets, and paid parking.

TO APPLY
To be considered, please submit a cover letter, resume, and three references to jobs@scr.org.

ABOUT THE COMPANY

Tony Award-winning South Coast Repertory, founded in 1964, is led by Artistic Director David Ivers and
Managing Director Suzanne Appel. While its productions represent a balance of classic and modern plays and
musicals, SCR is renowned for its extensive new-play development program—The Lab@SCR—which includes
one of the nation’s largest commissioning programs for emerging, mid-career, and established writers. Of
SCR’s more than 500 productions, one-quarter have been world premieres. SCR-developed works have
garnered two Pulitzer Prizes and eight Pulitzer nominations, several Obie Awards, and scores of major new-
play awards. Located in Costa Mesa, Calif., SCR is home to the 507-seat Segerstrom Stage, the 336-seat
Julianne Argyros Stage, and the 94-seat Nicholas Studio.

SCR is a proud equal opportunity employer, embraces diversity, and is committed to creating an inclusive
environment for all employees.




