Production Secretary
Not all productions have a secretary but the role of Production Manager is significant and assistance is very welcome. It is also a good way to shadow and be mentored to be a future Production Manager.

· Is there, first and foremost, to assist the Production Manager in their duties.
· Be able to take minutes for all production meetings and get them distributed to all HODs.
· Be able to inform all HODs where and when meetings are.
· Ensure the minutes must be distributed as soon as possible.
· Compose and send letters if the need arises.
· At the Director's request, be available to take notes during rehearsals.
· Have excellent communication skills.
· Learn all elements of Production Management.
