MICHIGAN THEATRE OF JACKSON, INC.

Job Title: Operations Manager

Location: 124 N. Mechanic St., Jackson, Michigan 49201

Position Type: Full-Time (Exempt) — Requires evening, weekend, and holiday availability
Reports To: Executive Director

About Our Theatre

Dedicated to preserving cinematic history and fostering community through the arts, the
Michigan Theatre of Jackson, Inc. (the “Theatre”) has been a cultural anchor in downtown
Jackson since 1930. As a non-profit organization, we blend classic charm with vibrant
community programming.

Role Summary

The Operations Manager is responsible for the day-to-day operational execution of the theatre.
This role ensures a seamless, high-quality experience for patrons, coordinates a dedicated team
of staff and volunteers, maintains the physical and historic integrity of the facility, and optimizes
revenue via concessions and ticketing. The ideal candidate is a hands-on leader who thrives in a
fast-paced environment and shares a deep passion for cinema, community, and historic
preservation.

Key Responsibilities
Daily Operations & Front of House (FOH) Management

o Supervise Shifts: Oversee daily operations for film screenings, and special events,
ensuring the theatre opens and closes securely according to standard operating
procedures.

o Patron Experience: Maintain high customer service standards, addressing patron
inquiries, feedback, and accessibility needs gracefully.

o Point of Sale (POS): Manage ticketing, membership check-ins, and concessions
operations, troubleshooting technical issues with POS systems as they arise.

Team Leadership & Volunteer Coordination

o Staff Management: Recruit, hire, train, schedule, and mentor a diverse team of part-time
shift supervisors and floor staff.

e Volunteer Engagement: Because non-profit success relies heavily on community
support, work closely with the volunteer coordinator to schedule, train, and appreciate
volunteers for film screenings and events.



e Payroll & Policy Compliance: Assist with timecard verification for payroll and ensure
all team members strictly adhere to organizational policies, uniform standards, and safety
procedures.

Facility Upkeep & Historic Preservation

e Building Maintenance: Monitor the cleanliness, safety, and operational health of the
historic building (theatres, lobbies, restrooms, and exterior facades).

e Vendor Relations: Coordinate routine maintenance and urgent repairs with local
Michigan contractors (HVAC, plumbing, electrical) while respecting the guidelines of
historic building preservation.

o Safety & Compliance: Ensure full compliance with Michigan fire codes, health
department regulations, and local ordinances.

Financial Integrity & Inventory Control

o Cash Management: Oversee daily cash handling, till balancing, bank deposits, and safe
audits.

o Inventory Control: Manage ordering, tracking, and stocking of concessions, alcohol ,
and janitorial supplies. Balance cost controls with target profit margins.

Event Support & Tech Coordination

o Event Logistics: Collaborate with the programming and development teams to execute
private rentals, live performances, and donor events.

e Technical Support: Maintain basic operational knowledge of digital cinema projection
and sound systems; serve as the primary liaison to the technical/projection team when
issues occur.

Qualifications & Skills

o Experience: Minimum of 2—3 years of experience in business operations management
(movie theatre, live entertainment venue, hospitality, or a non-profit arts space preferred).

e Leadership: Proven ability to manage, motivate, and schedule a blended team of paid
staff and passionate volunteers.

e Technical Literacy: Proficient with POS software, Microsoft Office Suite, and basic
troubleshooting of internet/hardware systems.

e Problem-Solving: Exceptional ability to remain calm, professional, and decisive in high-
pressure situations (e.g., a sold-out crowd or a sudden projector glitch).

o Community Mindset: A genuine appreciation for film, historic preservation, and the
unique mission of non-profit community organizations.

Physical Demands & Work Environment

e Must be able to stand and walk for extended periods during busy shifts.



o Comfortable navigating historic building spaces, which may include steep stairs or
cramped basement/booth storage spaces.

e Ability to lift and move concession supplies, syrup bibs, or event equipment weighing up
to 50 Ibs.

o Position requires presence on site.

Compensation & Benefits

e Salary: Commensurate with experience and local market.

o Benefits: Benefits dependent on the number of hours worked in accordance with State
law and eligibility requirements of the benefit plans maintained for the employees, and
naturally, free movies and popcorn.



