
 

CAREER OPPORTUNITY      

 

PROGRAMMING ASSISTANT 

Department:  Programming 

Reports to:    Director of Programming 

Location:    Dallas Arts District  

Job Summary: 

The Programming Assistant assists the Programming Department by communicating, facilitating and 

expediting the organizational tasks and administrative requirements as necessary to ensure the smooth 

execution and fulfillment of events/shows.  The Programming Assistant also serves as the organization’s 

calendar manager, maintaining and coordinating usage schedules for all venues at the AT&T Performing 

Arts Center.  

Responsibilities: 

Calendar Management:  

 Manage calendar usage for all constituent groups including Broadway, concerts, speakers and 

comedy, private rentals and meetings, as well as the Center’s Resident Companies. 

 Oversee user administration of the calendar such as adding, orienting and assisting users.  

 Manage and evaluate all Resident Company venue reservations to ensure that contract terms are 

met.  

 Develop and maintain relationships with internal and external constituents about their venue 

booking and usage.  

 Develop understanding of existing and new lease agreements.  

 Consistently monitor calendar usage for accuracy 

 Master industry specific software:  ArtsVision Calendar System and Tessitura Ticketing 

System.  Training as needed.   

Department Administration:  

 Provide general administrative and clerical support in all areas of the department 

 Fulfill all aspects of programming administration in order to ensure that event details are 

current and completed correctly and on time 



 

 Ensure all administrative responsibilities, internal and external, are completed with the utmost 

accuracy, efficiency and professionalism 

 Create and manage files for Programming Department 

 Complete all box office report submissions in a timely manner 

 Coordinate lodging and transportation needs for talent as agreed to per contract 

 Communicate all necessary information on booked shows internally to other departments  

 Manage and run weekly interdepartmental meetings  

 Work closely with Finance for execution of show related payments and billing for venue usage  

Required Education & Experience, Knowledge and Skills: 

 Bachelor Degree in the Arts or a related discipline (equivalent experience is also considered and 

a plus) 

 Must be proficient in Microsoft Excel – prefer advanced knowledge of Excel 

 ArtsVision and Smartsheet experience a plus 

 Ability to understand and interpret complex lease agreements preferable 

 Should be able to work on multiple projects simultaneously while being able to prioritize and 

move each project along to meet deadlines and remain calm in stressful situations 

 Excellent written and oral communication skills 

 Experience in a similar/related field is highly preferable  

 Self-motivated with strong organizational skills 

 Meticulous and precise attention to details  

 Able to occasionally work flexible hours including nights and weekends as shows require 

 Able to work effectively and positively with others 

 

AT&T Performing Arts Center is an equal opportunity employer and is committed to the belief that each 

individual is entitled to equal employment opportunity. 

For immediate consideration, send cover letter, resume and salary requirements. 

By Email:  careers@attpac.org 
By Mail:  Human Resources AT&T Performing Arts Center 

   700 North Pearl Street, Suite N1800 - Dallas, TX  75201 
 

 

mailto:careers@attpac.org


 

ABOUT THE AT&T PERFORMING ARTS CENTER 

The AT&T Performing Arts Center is a nonprofit foundation that operates and programs a 10-acre 

campus comprised of three premier performance venues and a park in downtown Dallas. Audiences enjoy 

the best and most recent from Broadway and off-Broadway; the finest dance companies from across the 

globe co-presented with TITAS Presents; and top concerts, performers and cutting-edge speakers. 

Thousands of students explore and more deeply experience the arts through the Center’s education 

program, Open Stages. The Center also offers free programming for audiences from every part of the 

community.  

The Center’s mission is to provide a public gathering place that strengthens community and fosters 

creativity through the presentation of performing arts and arts education programs. 

The  Center’s  culture is  to  focus  on  the  values  that  guide  its  people's  actions.  The Center’s Core 

Values are to passionately pursue our mission by being: 

Achievement Focused - Committed to the advancement and cultivation of the Performing Arts 

in Dallas 

Community Minded - Actively   fostering   and   participating   in   meaningful   community 

interactions 

Customer Service Driven - Dedicated to the service of internal and external constituents so 

that all want to return 

Flexible - Willing to change to achieve results 

The Center’s five resident companies are among the city’s leading arts institutions: Anita N. Martinez 

Ballet Folklorico, Dallas Black Dance Theatre, The Dallas Opera, Dallas Theater Center and Texas Ballet 

Theater. 

Designed by internationally acclaimed architects, the Center’s campus includes the Margot and Bill 

Winspear Opera House, Dee and Charles Wyly Theatre, Annette Strauss Square, and Elaine D. and 

Charles A. Sammons Park are some of the finest performance venues in the world. 

For more information about the AT&T Performing Arts Center and to purchase tickets, become a 

member, or make a donation, visit www.attpac.org.  

 

http://www.attpac.org/

