
BSF Managing Director Job Description 

The Managing Director is part of the Baltimore Shakespeare Factory’s executive team. In addition to 
bearing responsibility for the business operations and day-to-day administrative functions of the 
company, the Managing Director plays an integral role in the development and execution of the 
organization’s strategic plan, and is essential to long-term success of BSF’s artistic and educational 
mission. The Managing Director reports directly to BSF’s Board of Directors (the Board), and works in 
partnership with the Artistic Director and the Education Director to oversee all aspects of the 
company’s operation. 

Specific Duties of the Managing Director  

1. Audience Development 
• Actively promote attendance at BSF productions to as wide and diverse an audience as 

possible. 
• Work with staff to plan and implement audience development activities, including marketing, 

public relations and promotional events for season and individual ticket sales campaigns, as 
well as seasonal, production and program sponsorships. 

• Be the primary point of contact and liaison with media and theatre reviewers.  Distribute flyers, 
posters, etc. and maintain list of where they are distributed.  Coordinate with resident company 
dramaturg to produce company e-mail newsletter once a month, as well as additional e-mail  

      marketing during show runs. 

• Develop and maintain relationships with businesses, schools, colleges, retirement communities, 
and other community groups for the purposes of group attendance of BSF productions.  

2. Fundraising 
• Establish, with the Artistic Director and the Board (or its representative) reasonable, achievable 

goals for the company. These goals will include, at a minimum, annual targets for  
a.   Fundraising  
b.   Ticket sales 

• Ensure timely entry and maintenance of all financial donors to BSF, and timely 
acknowledgement and thanks is provided in writing to each donor. 

• Identify and pursue grants from foundations, endowments and local government or civic 
entities. 

3. Board of Directors 
• Serve, with the Artistic Director, as the primary staff liaison to the Board.   
• Establish, with the Artistic Director and the Board (or its representative) reasonable, achievable 

goals for the company. These goals will include, at a minimum, annual targets for: 
o Fundraising 
o Ticket sales 



• Assist the Board as appropriate with the recruitment, education, and development of Board 
members and work closely with Board committees to encourage volunteer time and financial 
contributions to BSF. 

• Provide a monthly, one-page report to the Board (or its designated representative) providing 
updates on goal achievement, as well as the activities planned to further achievement of those 
goals. 

4. Represent BSF 
• Advance the relationship between BSF and various local, regional, national, and international 

organizations, including government agencies and advocacy groups, community and local 
business groups and arts organizations.   

• The Managing Director, Artistic Director, and Education Director present the public face of 
BSF and the Managing Director may be called upon to speak to private and public 
organizations and to the press. 

5. Financial Management 
• Work with Artistic Director and Education Director to develop the annual budget for the 

company and ensure adherence to the budget. 
• Bear primary responsibility for ensuring the company’s finances, including its cash receipts and 

payables, are maintained in a safe and sound manner, consistent with good business principles 
and subject to reasonable audit standards. 

• Arrange and ensure timely payments, including payroll, to company staff, contractors and 
vendors. 

• Oversee company bookkeeper to ensure accurate and timely records of company finances are 
kept. 

• Compile itemized show income/expense reports in a timely manner. 

6. Administration 
• Ensure activities of all departments of the company (artistic, education, staff, volunteers, board 

of directors, advisory board and all other BSF entities) are coordinated, and promote effective, 
open and production communication between all company staff and volunteers. 

• Coordinate with show directors to ensure the tasks necessary for the successful production of 
each show are completed by the established deadlines. 

• Support operations of BSF’s Education Department re: residencies, summer camps, traveling 
shows, etc.  Order camp t-shirts.  With education director, maintain email database of all 
campers who have attended BSF summer camp. 

• Promptly add new email and mailing addresses to company email databases, and organize and 
maintain these databases. 

• Be the company’s primary representative and ambassador to relevant civic and theatre 
organizations. 

• Order and ensure necessary inventory of: 



o Office supplies 

o Merchandise 

o Concessions 
• Respond to all email, phone and Facebook inquires in a timely manner (typically within 24 

hours). 
• Maintain a professional, well organized physical office, and ensure all company files 

(electronic or otherwise) are maintained and readily accessible to the Chairman of the Board, 
Artistic Director and company bookkeeper. 

• Maintain office equipment. 
• Attend all staff meetings, board meetings, HVMA meetings, and Bard to the Bone meetings. 
• Purchase the food for the Bard to the Bone meetings. 
• Recruit, train and supervise volunteer staff, including front of house help for performances. 
• Make regular STA Quarto submissions re: our company and programming. 
• Arrange for production/promotional photos to be taken for each production. 
• Perform additional tasks as requested by the board and/or artistic director. 

7. Building Management of St. Mary's Community Center 
• Assist the chairperson of the Facilities Committee, as needed, in the rental and lease 

arrangements associated with BSF’s occupancy of St. Mary’s. This may include scheduling of 
tenants, maintaining contracts with and collection of rents from tenants, and coordination of 
building maintenance with St. Mary’s owner. 

The Managing Director’s performance will be evaluated by the Chairman of the Board, who will 
provide a written evaluation after consultation with the Board. Job reviews will be held after the first 
six and 12 months.  After the first year is complete, job reviews will be held annually. 


