
 

 

 
JOB DESCRIPTION – LAS VEGAS-CLARK COUNTY LIBRARY DISTRICT  

 
JOB TITLE: Programming and Venues Manager 
 
EXEMPTION STATUS: Exempt 
 
JOB CATEGORY: Officials and Administrators 
 
BARGAINING UNIT: Manager 
 
GENERAL SUMMARY: 

Under administrative direction of the Community Engagement Director, provides direction and 
support to Las Vegas-Clark County Library District (Library District) staff working in a branch 
venue or Performing Arts Center. Performs a variety of complex professional, supervisory and 
technical work in the coordination and operation of the Scheduling and Programming Services 
Department and the Technical and Production Services Department, including identifying, 
planning, coordinating, managing and implementing special events, general exhibits, programs, 
partnerships and public use of library branch venues and Performing Arts Centers. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

1. Assists in the supervision of assigned staff including but not limited to:  

a. Performance Coaching & Management;  

b. Career Counseling & Development; and  

c. Conflict Resolution.  

2. Performs planning, development and implementation tasks in the coordination of 
broad program activities and services such as theater, music, dance, workshops, 
lectures, community-wide programs, festivals, adult reading incentive programs, and 
author and literacy programs. 

3. Coordinates and monitors the public and staff use of Library District branch venues 
including Performing Arts Centers and meeting spaces. 

4. Reviews, verifies and approves rental applications for facility use; establishes 
guidelines and participates in external partnerships, and reviews and approves 
programming partnership applications.  

5. Coordinates, maintains and manages a master calendar of events that includes 
Library District programs and external user group events. 

6. Compiles and submits appropriate marketing, promotion and public relation 
programming activity requests that may include writing draft copy for collateral 
materials. 



 

 

7. Monitors and ensures training of the Technical and Production Services Department 
in the operation of theater equipment such as audio, video, lighting, rigging and stage 
production equipment. 

8. Develops and implements theatrical equipment use and maintenance guidelines; 
reviews, verifies and approves rental applications for facility use. 

9. Resolves a wide range of routine and non-routine issues and difficult situations 
including mediating between external and internal users and departmental staff; and 
interprets policies, procedures and guidelines with potential and current user groups 
and Library District staff and management. 

10. Conducts routine maintenance and safety inspections of library branch venues and 
Performing Arts Centers; and ensures that venues are maintained in accordance with 
related safety standards in coordination with the Library District’s Safety, Health and 
Security Coordinator. 

11. Ensures compliance with all pertinent federal, state and local laws, regulations, and 
codes as well as all Library District policies and procedures. 

12.  Performs other duties as assigned. 

CORE COMPETENCIES: 

• MS Office 365 

• Events, Theatre, and Production Management 

• Customer Service 

• Public Service Ethics 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

• EDUCATION:  

Required: Bachelor’s Degree in Performing Arts, Arts Management, or a related field. 

Preferred: N/A 

• EXPERIENCE:  

Required: Five (5) years of performing arts, theater, or events management experience, 
with two (2) of those years at a supervisory or management level, to include managing 
support functions of performing arts spaces, technical production, program coordination, 
budget control and public relations. 

Preferred: N/A 

• License or Certification:  

Required: Possess, or have the ability to obtain, a valid Nevada Driver’s License at the 
time of hire. 

Preferred: N/A 

• PHYSICAL REQUIREMENTS: Essential and marginal functions may require regular, 

and at times sustained, performance of heavier physical tasks such as walking over 

rough or uneven surfaces; working in high places (30+ feet); frequent bending, reaching 



 

 

and stooping; working in confined spaces; climbing ladders; walking on cat walks; 

frequent lifting, carrying, or moving items of moderately heavy weight (20 - 50 pounds); 

occasional lifting, carrying, or moving of very heavy items (100 pounds or over); the 

complex operation of shop equipment requiring the manipulation of multiple controls, fine 

adjustments or both; the sustained operation of such devices associated with equipment 

used to perform tasks required of the position. 

ADDITIONAL KNOWLEDGE, SKILLS, & ABILITIES: 

• Knowledge of special events, general exhibits, programming, and partnerships methods. 

• Knowledge of principles, practices, and techniques of program planning, development, 
implementation, and administration. 

• Knowledge of current trends and developments in literature, arts and humanities, 
community interests, technical production, and other related areas in the field of 
scheduling and production. 

• Knowledge of basic accounting principles and procedures, and of budget development, 
administration, and control. 

• Skilled in Library District initiatives including developing goals, objectives, and 
measurements for assigned departments. 

• Skilled in compiling, interpreting, evaluating, and reporting data; knowledge of Library 
District and Department policies and procedures. 

• Ability to coordinate scheduling, programming, and technical operations. 

• Ability to operate and maintain various theatrical and production equipment. 

• Ability to effectively communicate to diverse groups. 

• Ability to develop and maintain positive relationships with library customers, vendors, 
partners, Library District staff and management. 

 

DEVELOPED:   September 5, 2013 

UPDATED:  September 11, 2026 


