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	Work Process Schedule
	SKILLS
	

	Evaluate quality of event materials or products

Attend live shows to maintain knowledge of available acts

	1

	

	Record operational or production data

Maintain internal files including show calendars, ticketing, event budgets, and settlement

	1

	

	Plan production or operational procedures or sequences

Demonstrate a working understanding of how to negotiate contract agreements with acts and
agents

	1

	

	Instruct workers to use equipment or perform technical event procedures

Demonstrate a working understanding of how to establish and maintain relationships with agents
and managers for booking purposes

Demonstrate ability to assist with serving as event liaison between managers, performers, and
industry representatives

Participate in marketing and ticketing of scheduled live events, as needed

	3

	

	General Practices

Demonstrate a working understanding of the company's policies, mission and vision, culture, and employee expectations

Demonstrate ability to take initiative, work in high-pressure environments, and engage in
appropriate communication practices

Demonstrate ability to work collaboratively in a team environment

Demonstrate a working understanding of the organization's administrative, operational, and
production workflow

Demonstrate best practices for maintaining professional interactions within the company and
across social media

Accept critique and apply feedback to improve skills and understand the creative iterative process

	6

	

	Totals
	SKILLS
12
	OJT HRS
0




