
Page 1 of 2 
 

Last edit 11/10/2016 
 

Programming Manager  
Job Description 

 
 

Job Summary: The Programming Manager ensures the diversity of programming in a manner consistent with 
the CCPA mission.  The Programming Manager manages the event schedule for the CCPA and is responsible 
for all aspects of booking at the W.O.W. Hall and other venues that may host CCPA co-produced events.  This 
position reports to the Operations Manager if staffed; otherwise the Programming Manager reports to the Board 
of Directors or its designee.  All employees are expected to maintain respectful and professional behaviors 
toward all Staff, Board members, volunteers and patrons. 
 
 
 

1. PROGRAMMING DIVERSITY:  
a. Assist the Programming Committee and Board of Directors (BoD) in the establishment of 

quarterly and annual programming budget and goals. 
b. To enrich our community and promote the performing arts, facilitate CCPA co-productions and 

rentals from local, regional, and national performing artists and performing arts organizations 
representing a variety of disciplines including but not limited to dance, drama, music, and spoken 
word and  educational programming such as classes, seminars and community events 

c. Engage in outreach and networking activities with a culturally and economically diverse set of 
communities and organizations and incorporate these connections in CCPA programming 
activities.Maintain and expand educational programming in accordance with the CCPA mission 
statement 

d. Research performing artists from a variety of disciplines and genres and other venues to establish 
ongoing opportunities to expand CCPA programming from as many different sources as 
possible. 

e. Document partnerships with other venues, booking agencies, and performing arts organizations. 
 
 
 

2.  PROGRAMMING LOGISTICS:  
a. Communicate with booking agents, promoters, publicists, artists, performing arts organizations, 

bands and tour managers to negotiate and clarify contracts for each event. 
b. Document progress towards quarterly and annual programming goals.  
c. Maintain database of a current client contacts and partnerships with other venues, booking 

agencies, and performing arts organizations. 
d. Place holds on the calendar, send in-house offers, negotiate and confirm offers utilizing the 

BOD-approved offer template, send rental information, secure deposits, explain security, explain 
publicity options, confirm events, and coordinate with the Production Manager to advance shows 

e. Respond to all inquiries in a timely and respectful manner and provide explanations of offers, 
rental rates, technical specifications, hospitality and lodging information to prospective artists 
and performing arts organizations. 

f. Meet with the CCPA Publicist weekly to discuss marketing plans and budgets 
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3. REPORTING: 
Provide the following information to the Programming Committee Chairperson for monthly BOD 
committee report: 

a. Progress toward quarterly and annual programming goals established by the Programming 
Committee and/or the BoD 

b. Updates to an established partnership list and new opportunities 
 
 
 

4. SCHEDULE 
a. Maintain regular and published office hours Monday – Friday to ensure accessibility to booking 

agents, artists, BOD, and Staff. 
b. Attend Staff meetings. 
c. Attend Programming Committee meetings. 
d. Attend BoD meetings, if directed to do so by the BoD or the Programming Committee Chair. 
e. Maintain a record of hours worked and tasks performed, per CCPA time tracking policy. 
f. Work no more than 40 hours per work week without prior supervisor authorization. 

 
 
 
 
 
Employee ______________________________________________Date___________________ 

 


