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	Production Team Member
	Description
	Education
	Experience

	Executive Producer
	Responsible for building the team who will service the engagement and client relationship, overseeing the overall quality of the conference execution, providing professional, flexible, quality-oriented, experienced and responsive team, and participating in key planning meetings.
	Bachelors/Masters Degree—Communications / Business Administration
	15 + years

	Writer
	Responsible for research, conception, and writing of marketing materials, scripts and other communications. 
	Bachelors/Masters Degree—English / Communications / Theater
	10-15 years

	Account Director
	An account director is responsible for supervising junior staff, overseeing strategic development and execution of client programs
	Bachelors Degree—various
	4  years

	Creative Director
	Responsible for collaborating with the client team on the design, content development, audience assessment and ensuring the overall look and feel of a project is carried through all deliverables.


	Bachelors/Masters Degree in Communications/visual Arts/Theater/Film


	15-20 years



	Producer
	Producers execute all elements of the event.  Assists with project schedule management, managing action items and status reports.  
	Bachelors Degree—various 
	4-6 years

	Art Director
	Specializes in development and concept of client’s project. Extensive experience in book, print, web and multimedia design, as well as animation and illustration. Closely supervises all projects and designers
	Bachelors/Masters Degree—Graphic Design/ Graphic Arts / Graphic

Communication
	10-15 years

	Set Designer
	Develops and designs scenic environments. Works closely with Technical Director and scenic fabricator to bring the design to life
	Bachelors/Masters Degree—Scenic Design / Theater
	10+ years

	Technical Director
	Responsible for the overall technical execution of the entire event both pre-event and on-site. Technical Director supervises load-in/set-up/strike, ensures timely management of General Sessions, provides equipment, labor, and adequate amount of staff to operate the entirety of both General Sessions, works with union labor to ensure efficient use of resources, and serves as the primary interface with the venue.
	Bachelors Degree—Theater / Communications
	10-15 years

	Graphic Designer
	Responsible for the design of visual elements under the direction of the Art Director or Creative Director. Works in a variety of software programs for print, PowerPoint, and video.
	Bachelors Degree in Graphic Design/Fine Arts 
	10-15 years

	Account Manager
	Participating in production meetings to assist Account Director with daily tasks of account management • Providing overall quality control for all deliverables • Interfacing with accounting to ensure invoice accuracy and proper itemized documentation is sent to the client 


	Bachelors Degree in various fields 


	5-10 years

	Project Manager
	Responsible for the management and execution of a discreet element of the program. Works under the direction of the Producer/Senior Producer/Executive Producer. 
	Bachelors Degree—Theater / Communications / Business Administration
	5-10 years

	Associate Producer
	Assists producers execute all elements of the event.  Assists with project schedule management, managing action items and status reports.  
	Bachelors Degree--various
	4-6 years

	Coordinator
	Provides support to the Executive Producer/Senior Producer/Producers with research, vendor coordination, scheduling, media management, and document management. On-site serves as front-of-house floor manager.
	Bachelors Degree—various 
	2-4 years

	Photographer
	Photographs still images for the event.  Captures both posed and candid shots.
	Bachelors/Masters Degree—Photography / Fine Arts / Film
	15+ years

	Video Director
	Directs the camera operators and directs live images on the projection screens. Also directs the video feeds to the record decks.
	Technical or Bachelors Degree—Film / Communications
	10-15 years

	Video Editor
	Provides on-site video editing equipment and editing. Coordinates closely with the Video Engineer to ensure the 
	Technical or Bachelors Degree—Film / Communications
	10-15 years

	Lighting Designer
	Responsible for collaboration with the Creative Director and Scenic Designer to create the appropriate atmosphere and mood through lighting. Also works closely with the Technical Director.
	Bachelors/Masters Degree in Lighting Design


	15-20 years

	Audio Engineer
	Responsible for the design of the sound environment to ensure quality audio for each attendee. Works closely with the Technical Director. On-site controls all audio playback including microphones and music. Coordinates with the Video Engineer to ensure quality audio on all recordings. 
	Bachelors Degree—Audio Engineering
	10-15 years

	Stagehand
	Responsible for handling props, furniture, and scenic changes during run-of-show. Also handles on-site carpentry and scenic needs.
	Certification
	3-10 years

	Print Production Manager
	Responsible for the production of print materials from the design phase to the delivery of the materials. Coordinates closely with the Art Director and Creative Director.
	Bachelors Degree—Communications / Graphic Design / Art
	5-10 years

	Senior Vice President
	A senior vice president has specialized industry knowledge in addition to specialized skills in media, investor relations, writing, etc. He/she pursues, directs and implements public relations or public affairs programs. He/she has ultimate client responsibility from a delivery, financial, and management perspective. He/she is an active participant in news business activities. He/she is considered a leader in the company, both from a client and a staff perspective. 
	Bachelors/Masters Degree
	10-15 years

	Vice President
	A vice president has an average of eight years of agency experience or equivalent. He/she is responsible for managing clients and account service. He/she has expert knowledge of PR specialty areas and general business practices
	Bachelors Degree—various 
	8  years

	 Senior Account Supervisor
	A Senior account supervisor is responsible for managing client accounts and staff. He/she has special knowledge of the unique communications needs of one or more specialties.  
	Bachelors Degree—various 
	6  years

	Account Supervisor
	An account supervisor is responsible for supervising junior staff, overseeing strategic development and execution of client programs
	Bachelors Degree—various
	4  years

	Senior Account Executive
	A senior account executive is beginning to establish a specialization and has an increasing level of contact with clients.
	Bachelors Degree—various
	1-4 years

	Account Executive
	He/she is responsible for supporting the execution of client programs.
	Bachelors Degree—various
	1-2  years

	Assistant Account Executive
	He/she has a background in communications and is responsible for supporting the account group.
	Bachelors Degree--various
	Less than one year

	Senior Freelancer
	A freelancer has a developed skill in one field (e.g. writing, pitching
	Bachelors Degree-various
	6-15 years

	Freelancer
	A freelancer has a developed skill in one field (e.g. writing, pitching) 
	Bachelors Degree-various
	2-6 years

	Intern
	He/she is pursuing a degree in field such as communications. He/she assists account teams with meetings, serves as note taker, and works teams to prepare client deliveries. 
	Pursing bachelor/degree
	0-1 years


