
 

 

 

 

 
POSITION:   Production Coordinator 

REPORTS TO: Technical Services Manager 

FLSA STATUS:  Non-Exempt 

 

SMG, the leader in privately managed public assembly facilities, has an excellent and opening July 1st for a 

Production Coordinator at the Stockton Arena, Bob Hope Theatre, and Stockton Ballpark. Under general 

supervision of the Technical Services Manager, this position advances all aspects of the facility events, 

coordinates all shows as assigned, assists with oversight of employee scheduling, and assists Technical Services 

Manager with maintenance and upkeep of production equipment. 

 

Major Responsibilities include the following.  

 Evaluate and request staffing needs, time allotment and materials/equipment required for events. 

 Communicate event needs in writing to all other facility departments. 

 Analyze contractual commitments, customer specifications, design changes and other data.  Develop and 

implement plan of action and resolve any problems that arise. 

 Provide the best service possible to every client, patron and vendor. 

 Work closely with building Departments to ensure that the clients are addressed in a timely manner.  Schedule pre-

cons and post-cons when necessary. 

 Maintain record of all event-related expenses and inform client appropriately by issuing an estimate of expenses. 

 Plan, coordinate and execute meetings/events in the managed facilities according to the needs of our clients in a 

timely manner.  Maintain constant communication with the client before and during their meetings/events. 

 Assist Technical Services Manager with coordination of lightning, sound, and technician calls. 

 Assist Technical Services Manager with maintenance and upkeep of production equipment at all venues. 

 Work with Ticket Office Manager to create scaling maps for events. 

 Attend department head staff meetings.  Develop and maintain a harmonious working relationship with all of the 

other departments.   

 Other duties may be assigned 

 

Skills and Abilities 

 Demonstrate proper knowledge and use of all procedures, techniques, machines, materials, equipment and tools 

used in special event planning. 

 Possess knowledge and experience in operational procedures, facility capabilities, industry terminology, event-

related services and technical support requirements for the types of events anticipated at the facility. 

 Be familiar with the principles and techniques of event budget preparation and purchasing. 

 Know and guarantee all laws, codes, ordinances, policies, procedures, risk management, safety precautions, 

rules/regulations and emergency procedures are followed. 

 Possess any licenses, certificates or training required by local, state or national authorities for the operation of 

equipment found in the facility, in particular electrical. 

 Read and comprehend drawings and other related materials. 

 Meet the physical demands of this job, which include being able to get in and around the facility (requires personal 

mobility), lifting, carrying, moving, and moderate to loud noises. 

 Operate a personal computer using Windows and Microsoft Office software. 

 Operate portable radio and standard office equipment including copier and fax machine. 

 Follow oral and written instructions and communicate effectively with other in both oral and written form. 

 Organize and prioritize work to meet deadlines with special attention to details. 

 Work effectively under pressure and/or stringent schedule and produce accurate results. 

 

Position Announcement: Production Coordinator   Stockton, CA 

 
Stockton Arena, Bob Hope Theatre, Oak Park Ice Arena, Stockton Ballpark 

      



 Maintain an effective working relationship with clients, employees, exhibitors, patrons and others encountered in 

the course of employment. 

 Be licensed and insured to operate a motor vehicle in the United States. 

 Remain flexible and adjust to situations as they occur. 

 

Education and/or Experience 

 Bachelor’s degree from accredited four-year college or university or two (2) years related work experience.  

 Excellent written and verbal skills, organizational ability, and interpersonal skills  

 

Other Qualifications 

 Ability to work flexible hours in addition to normal business hours 

 Ability to travel required 

 

TO APPLY: 

This position offers a competitive salary and benefit package.  Resumes must include salary requirements for 

consideration and may be sent to: 
 
Celeste Tabarez , HR Manager 
Ctabarez@smgstockton.com 
SMG Stockton 
248 W. Fremont St.  
Stockton, CA 95203 
Fax: 209.373.1715 
NO PHONE CALLS 

 

SMG is an Equal Opportunity/Affirmative Action employer, and encourages Women, Minorities, Individuals with 

Disabilities, and protected Veterans to apply.  VEVRAA Federal Contractor. 
 

 

 

 

 

 

 

 

 

 


