
JOB DESCRIPTION

POSITION TITLE
Costume Coordinator




REPORTS TO:

Dance Department Chair

PRIMARY FUNCTION: 
 
AREAS OF RESPONSIBILITY:


1. Supervise student workers in the construction, organization and laundering of costumes for Veselica and Companydance performances.

2. Teach student workers how to perform specific construction tasks when necessary

3. (example: putting in a sleeve, etc.)

4. Complete more complicated sewing maneuvers when needed.

5. Organize the costume storage room.

6. Work with dance faculty in planning costumes (i.e. advise re: suitable materials, patterns, etc.)

7. Shop for needed supplies.

8. Ensure that sewing machines and other equipment is properly (and regularly maintained).

9. If time allows, supervise the completion of an inventory of costumes.

10. Assess the amount of time needed to complete individual projects as well as overall to do this job going forward in the future.

11. Complete a final report assessing the current and future costume coordinating needs of the dance department. 

SUPERVISORY RESPONSIBILITIES: 
Student workers

CONTACTS:
Students, staff, faculty and the St. Olaf College Community in general; supply vendors.

EDUCATION: 
Essential:
HS Diploma or equivalent


Desirable:
Post secondary education; related degree.

EXPERIENCE:
Essential:
Related tailor or seamstress experience. 


Desirable:
Related costuming experience; experience working with college as students; 

KNOWLEDGE, SKILLS, ABILITIES: 

1. Excellent sewing skills, including the ability to adapt/modify patterns as needed.

2. Good organizational skills

3. Ability to supervise student workers and to teach them new skills as needed (i.e. how to put in a sleeve, how to use a Serger, etc.)

4. Ability to work well with others. 

5. Schedule that allows for some ebb and flow of work intensity.

6. Knowledge of fabrics and other materials.

7. The ability to design and draft patterns is advantageous, but not required.

PHYSICAL DEMANDS:
Ability to work long hours as needed for performances if necessary.

WORK SCHEDULE:
FTE:
None, temporary grant funded position  



Term:
November 1, 2006 through mid-June 2007.



Shift: 
To be Determined

APPROVAL:                                                
Janice Roberts
DATE:




October 2006

