arts & events programming (AEP) -- Events Team Volunteers
Application deadline: September 23, 2011

Benefits of Volunteering
· Network with UTSC faculty, staff and members of the arts community

· Meet new people, make new friends, widen your contacts

· Looks good on your resume

· Learn how to do something new

· Become more engaged with the campus

· Become part of an effective, exciting organization

· Obtain valuable experience to help you thrive in future careers

· Most of all – Attend fun-filled events for free!

Events Team
Under the direction of the AEP Events Coordinator and the Events Team Lead, the Event Volunteers help manage all matters that pertain to audience needs and comfort and the smooth operation of the activities in the venue before, during and after the show and at the intermission.  Volunteer positions include:
i) Front of House Crew
Responsibilities

· Seating arrangements (signs for reserved seats if necessary) 

· Set up before and cleaning up after the events

· Set reserved cards on seats (if needed)

· Ushering

· Allotment of their jobs and positions

· Meet and seat the audience

· Arrange programs for delivery to hall and hand to audience

· Assist audience, particularly late comers and persons with accessibility needs

· Box office 

· Set up box office, arrange cash float, bring a cash box with key, tickets to be sold or picked up

· Take tickets 

· Lobby arrangements (displays, intermission, etc)

· Supervise lobby displays, food concessions, etc 

· Signs and posters put up


· Set up directional and informational signage 

· Distribute posters 

Requirements/Skills

· Time management, communication and organizational skills

· Friendly, positive attitude and comfort/experience working with the public
· Ability to work in a team as well as to take initiate and work alone 

· Ability to work under pressure 

· Detail oriented

· Ability to multitask and follow instructions

· Knowledge of UTSC campus and Scarborough community 

· Adaptable to a flexible work schedule including some evenings and weekends

*Below is an example of how all the tasks might fit in the course of ONE event.

· Before performance

· Put up signs (paper signs, and A-frame signs)

· Put up and distribute posters

· Set up chairs

· Check tickets/ushering

· During performance

· Arrange latecomers entry

· Maintain quiet in lobby

· Set up for intermission

· Intermission

· Circulate in lobby if needed

· See that artists’ needs met

· Signal audience return to seats

· After performance

· Open exit doors

· Direct audience to reception

· Clean up facility

· Assist artists

· Be responsible for cash box and receipts and lost articles

ii) Back of House Crew

Responsibilities 

· Photographer/Editor

· Use AEP’s digital camera to capture moments of the events

· Edit the pictures after the events

· Save pictures into appropriate folders for archives

· Videographer/Editor 

· Use AEP’s video camera to capture moments of the events

· Edit the videos after the events

· Save pictures into appropriate folders for archives

Requirements/Skills

· Experience capturing photos &/or video in an event setting

· Excellent sense of composition, balance, and lighting

· Ability to take unique candid and action shots

· Extreme sense of discretion, so as not to distract or disrupt flow of events and performances

· Adaptable to a flexible work schedule including some evenings and weekends

· Comfortable with editing pictures and using Photoshop &/or editing video.  Please supply samples of your work. 

Volunteer Application

Name: 

Address (Street address, Apartment/Unit #, City, Prov, Postal code):

Phone number (cell phone):




Home phone:

Email address:

Program(s)/ Year of Study:

Please check all positions in which you are interested: 

Publicity Team: 
 FORMCHECKBOX 
 Front of House crew;  FORMCHECKBOX 
 Photographer/Editor;  FORMCHECKBOX 
 Videographer/Editor
Availability - Please indicate when you are available to volunteer 
	Time/Date
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Morning
	
	
	
	
	
	
	

	Afternoon
	
	
	
	
	
	
	

	Evening
	
	
	
	
	
	
	

	Anytime 
	
	
	
	
	
	
	


Previous Volunteer Experience and Qualifications:

Why do you want to volunteer for AEP?

Please summarize your previous volunteer experience:

Do you have any special skills or training that would be beneficial to AEP?

Our Policy

It is the policy of this organization to provide equal opportunities without regard to race, colour, religion, national, origin, gender, sexual preference, age, or disability.

*Note for Event Team volunteers

· Dress code: All black

· If you are accepted as a Volunteer for a particular event, make sure you are committed and responsible. Absences reported to the AEP Events Coordinator or Events Team Lead one week ahead of time. 

By submitting this application, I affirm that the facts set forth in it are true and complete. I understand that if I am accepted as volunteer, any false statements, omissions, or other misrepresentations made by me on this application may result in my immediate dismissal.

Name:

Date: 

Address this application/your resume to Ha Nguyen at [aep@utsc.utoronto.ca], and Subject your e-mail as Volunteer Position: [Indicate your selected position(s)]


If you have any further questions, please contact Ha Nguyen at aep@utsc.utoronto.ca
Arts & Events Programming thanks you in advance for your interest in joining our team.  However, only candidates who will be interviewed will be contacted.
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