
 
 

Company Manager Position Description  
 

 
TITLE:    Company Manager      SALARY BAND: C 

REPORTS TO:   Associate General Manager    FLSA: Full-Time Exempt 

DEPARTMENT:  Administration      DATE: September 30, 2022 
 

 
POSITION DESCRIPTION:  

 
The Company Manager is responsible for all travel, housing, and hospitality needs and facilitates communication between 

artists and the Woolly Mammoth staff. This position plays an important role in supporting the safety and comfort of 

visiting and local artists while they are working for Woolly Mammoth, so that the artists may do their best work.  In 
addition, the Company Manager supports the contracting, onboarding, and payroll process for artists and others; provides 

travel, housing, and other support for special events and Woolly Mammoth staff; and serves on Woolly Mammoth’s 
internal Community Committee. This position reports to the Associate General Manager. 

 
DUTIES & RESPONSIBILITIES:   
 

Artist Support 
● Serve as Woolly’s representative and main point of contact for artists throughout the production process, 

supporting their comfort and safety with clear, kind, and timely communication. 
● Manage Company Management budgets, including tracking and reconciliation. 

● Make travel and housing arrangements and maintain artist housing units, ensuring union standards are met. 

● Serve as the point-of-contact for artists in emergency situations and coordinate with Associate General 
Manager, Director of Production, Managing Director, and/or Artistic Director in addressing concerns as they 

arise.  
● Ensure that the standards found in WMTC’s Respect in the Workplace and Consent Culture documents are 

understood and adhered to during productions. 
● Facilitate artist ticket complimentary ticket requests and other inter-departmental artist requests or needs. 

● Fulfill requests from artists to support their artistry and the production process, such as physical therapy, 

mental health support, DC tourism, catering, etc. 
● Cultivate related vendor relationships as a representative of Woolly Mammoth. 

 
Staff Support 

● Assist in scheduling and arranging travel for Woolly staff members for conferences, scouting, and other 

business-related trips. 
● Coordinate travel, housing, and support for workshops, special events, and visiting guests of the theatre. 

● Serve on the Community Committee, which facilitates new employee welcoming, planning and coordinating 
staff appreciation events, and general hospitality; 

● Support Administrative Department with the onboarding of new employees and contractors. 

 
General Management Support 

● Advise Associate General Manager and Director of Production on housing and travel arrangements for artist 
contracts.  

● Support the submission, processing, and distribution of paychecks, per diems, reimbursements, workers’ 
compensation claims, and other artist-related expenses to finance and general management staff.   

● Maintain the Greenroom spaces, ensuring that hospitality and first-aid supplies are adequately stocked and 

cleanliness standards are met.  
● Represent Woolly Mammoth in building relationships and communicating with artists and their agents. 

● Collaborate with Administrative and Production departments with administrative needs. 
● Other duties as assigned.  

 

Company-Wide Responsibilities: 
● Commit to Woolly’s policy of anti-racism and radical inclusivity. This includes participating in anti-bias/anti-

harassment training, familiarizing yourself with the policies in the employee handbook, using Woolly’s 



 
 

Liberation Library as an educational resource, engaging in EDI work at Woolly, and furthering your own 
independent journey with anti-racism. 

● Cross-departmental collaboration, including participating in at least one Woolly working group, committee, 
and/or taskforce outside of your own department.  

● Advocate for policies both internally and externally that further advance Woolly’s stated values on an 

organizational, local, and national scale.  
● Contribute in meaningful ways to the culture. See “Our Culture at Woolly” section below for more 

information. 
● Act as an ambassador for Woolly Mammoth in the local community and beyond. 

 
QUALIFICATIONS 

 

● Experience  
o Minimum of 2 years of experience working in hospitality, office management, and/or customer service. 

o Previous Company Management or Theatre experience preferred but not required. 
 

● Essential Knowledge, Skills, and Abilities 

○ Excellent interpersonal skills with an ability to adjust to strong personalities; 
○ Extremely well organized, with a good sense of planning, scheduling and logistics management; 

○ Ability to quickly problem-solve and willing to jump to a call to action; 
○ Be highly collaborative, maintain a positive outlook, and demonstrate leadership and prioritization skills; 

○ Ability to set boundaries and keep a sense of perspective; 
○ Be comfortable handling conflict and maintaining professionalism; 

○ Comfortable with a fast-paced work environment; 

○ Appropriately handle sensitive/confidential information; 
○ Must have a valid driver’s license and clean driving record; 

○ Must be willing to work nights and weekends as needed. 
 

WORKING CONDITIONS:  

 
● Typical WMTC office schedule is Mon-Fri, 10am-6pm, with some evenings, and weekends as required when in 

production. Partial remote work is possible during non-production periods.  
● Travel and driving required. 

● Work computer and cell phone provided. 

● Extending viewing of computer screens. 
● Physical labor such as lifting carrying, and/or cleaning as needed.  

● Woolly Mammoth Theatre Company is located in Washington, D.C.’s Penn Quarter neighborhood. It is air-
conditioned, located in a wheelchair accessible building, and in close proximity to public transportation. 

 
COMPENSATION: 

 

● Starting Salary Range: $45,000 - $50,000 
● Woolly Mammoth Theatre Company recognizes that conversations about salary can be difficult. In recognition of 

the necessity for top-tier talent, we strive to provide pay that meets the market by leveling with industry peers to 
determine the pay range for each position. Where the employee falls in that range is determined by experience 

and skill set. Woolly will work hard to administer the compensation program in a manner that is transparent, 

consistent, and equitable across the company.  
 

 

OUR CULTURE AT WOOLLY: 

At Woolly, our culture is driven by our stated core values of radical inclusivity, creative risk-taking, relentless 
inquiry & experimentation, world-class excellence, and innovation. We expect both personal and collective 

accountability in how these values are applied to the work of each employee of WMTC. We acknowledge that 
Woolly Mammoth has upheld and benefited from systems of oppression in our country and we aim to do better; 

using the principles of anti-racism to guide our actions and decision-making. How we do things is as important as 
what we do, and we expect our core values and anti-racist practices to influence the way we work together as a 



 
 

team. We strive to center openness, integrity, and care in our policies, processes, and how we interact with one 
another. We embrace a culture of transparency, accountability, and mutual respect as the foundation of all our 

collaborations, both inter-departmentally and externally. We take seriously our role as a civic leader, and strive to 
address local and national challenges using our knowledge, skills, commitment, and resources. As part of this 

work, all employees are expected to develop meaningful internal and external relationships that are mutually 

beneficial and impact-aware. We believe that everyone in the Woolly community is worth engaging in 
conversations about the art we make and how that art intersects with the world. We lean into the 

unconventional, especially if a nontraditional and inventive approach will help us reach new understandings of our 
art form, our industry, and our world. 


