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Keyholder Application Instructions

2014 Student Employment Application for PFAC Technical Keyholder Position


OVERVIEW
The PFAC Tech Keyholder is a highly technical student employee position offered by Grove City College to select full-time students who meet or exceed the minimum program qualifications.  In any given semester, there may be up to ten students invited to participate.  Under the direction of the facility’s technical director, Mr. Dan Wolfe, keyholders are trained in each major area of the theater and given responsibilities for its upkeep throughout the year, as well as important leadership roles.  While participation in the program requires a great deal of time and effort, it has proven to be a deeply enriching work experience, featuring close interaction with high-profile guest artists and speakers of national renown. Moreover, the program helps impart valuable practical and technical lessons that can be applied to life after college.    

CONSIDERATIONS & PREREQUISITES

· You must be enrolled as a full-time student at Grove City College for the upcoming academic year
· You must have a GPA of 3.0 or greater, or provide written evidence that your GPA is increasing adequately
· You must be able to lift and move up to 50 lbs in weight
· You must be able to make the keyholder program your first priority after academics
· You must be able to attend mandatory training sessions prior to the fall 2014 term (with early move-in on or around 8/15/14) 
· You should be highly skilled in the specific areas(s) to which you are applying
· You should be organized, responsible, self-motivated and self-directed
· You should be a dependable team player who can take direction as well as lead and train others
· You should be willing to make a long-term commitment to this program, with full intent to reapply each year until you graduate
· It is strongly recommended that you be certified in at least two areas of the theater prior to applying


ADDITIONAL DETAILS

· Applicants should view themselves as responsible and highly skilled, and should be regarded as such by their peers and faculty alike.
· Mandatory training/certification is provided free of charge in the following areas: Adult/Child/Infant C.P.R., First Aid, A.E.D., Scaffolding, Aerial Lift, Stage/Rigging, Sound, Lighting, Set Shop, Costume Shop, etc.  This intensive training will be conducted approximately one week before the fall 2014 semester begins (with early move-in to campus on or around Aug 18, 2014).   
· All positions are available on an annual basis and must be applied for each year; current keyholders must reapply to be considered.
· Keyholders are paid standard campus wages, by the College, for assigned work, under the direction of Mr. Wolfe from Media Services.
· Keyholders are expected to work all paid events, including Showcase Series productions, music concerts, special lectures, etc.  Participation in drama productions is optional, unpaid, and should not interfere with the keyholder’s ability to work facility events.  
· Keyholders must consider this program their first priority after academics, taking precedent over all extracurricular activities. 
· Acceptance into this program constitutes a major investment of energy and time, and should not be taken lightly.  Regular duties include facility upkeep, weekly meetings, weekly work hours, and rotating building lockup in the evenings.

JOB DESCRIPTIONS
Stage Managers: should already be proficient in the handling and caring of lighting equipment, sound equipment, video equipment, rigging and other stage-specific items. Stage Managers are in charge of the entire Ketler Auditorium stage area.  Stage managers should be adept in the operation of the sound equipment, lighting equipment, audio and video recording tools, and microphone technique.

Set Shop Supervisor: should already be proficient in using hand tools, power tools and air tools.  The Set Shop Supervisor is responsible for certifying all students in the proper instruction of the tools.  He/She should also understand building and drafting techniques.

Costume Shop Supervisor: should already be proficient in hand and machine sewing techniques.  He/She should also understand how to care for the various kinds of fabrics and understand how to measure correctly men and women for costumes.

Auxiliary Keyholder: should be proficient in basic stage techniques, and should also be organized.  He/She is placed in charge of the Green Room, Prop Closets and Make-Up Rooms.   This person also serves, many times, as a Stage Manager when needed.

Apprentice Keyholder: should be proficient in basic stage techniques and open to learning more.  Apprentices are typically placed in charge of the Little Theater and its upkeep, and have the opportunity to shadow more experienced keyholders.       

SUBMISSION GUIDELINES

1. applications must be submitted by 5pm on Fri, March 28th, 2014, to mediaservices@gcc.edu, from your GCC email account.
2. applications will be reviewed and potential candidates may be invited for personal interviews/shadowing experiences.
3. final acceptance decisions are made by May 2014; ALL applicants will be notified of hiring decisions via GCC email before summer.  




Technical Keyholder Application 

2014 Student Employment Application for PFAC Tech Keyholder Position


Please indicate your main area(s) of interest as a Tech Keyholder for Pew Fine Arts Center.  Check all that apply:
 
[bookmark: Check2][bookmark: Check3]|_| Stage Manager		|_| Set Shop Supervisor		|_| Costume Manager		

     |_| Auxiliary Keyholder	 	|_| Apprentice Keyholder 

	


	First Name:
	     
	
	Last Name:
	     
	
	Student ID:
	     

	

	GCC Email:
	     
	
	Campus Box #:
	     

	

	Room/Main Phone:
	     
	
	Cell Phone:
	     
	
	Date of birth:
	     

	

	Hometown/State:
	     
	
	T-shirt size:
	     
	
	mo/yr GCC Grad:
	     

	

	

	Academic Advisor: 
	     
	
	Current QPA:
	     
	
	Current MQPA:
	     

	

	Academic Major(s)
Minor(s):
	     

	

	Faculty or staff members who can recommend you:
	[bookmark: Text18]     

	

	Current keyholders who can recommend you:
	[bookmark: Text19]     

	

	Special technical, drama, or other pertinent skills:
	[bookmark: Text20]     

	

	Previous (or concurrent) GCC campus jobs:
	     

	




1) Write a brief paragraph to tell us about yourself.

	     




2) Why do you want to be a keyholder?  What is your motivation for making this a full-time commitment?

	     




3) What exceptional qualities do you offer? 

	     





  



4) In what other activities/organizations/jobs (on or off campus) will you be involved next year?: 

	     




5) Indicate relevant technical/drama experience by checking any applicable boxes below.  If necessary, provide explanation and or expand upon this list in the space provided or on a separate document/page.  

PFAC Stage Certifications

	[bookmark: Check4]|_| Basic Sound Certification	
	[bookmark: Check5]|_| Advanced Sound and/or Lighting Certifications

	[bookmark: Check6]|_| Basic Lighting Certification
	[bookmark: Check7]|_| Costume Shop Certification

	[bookmark: Check8]|_| Set Shop Certification
	[bookmark: Check9]|_| Genie/Aerial Lift Certification

	[bookmark: Check10]|_| Rigging Certification
	[bookmark: Check11]|_| Other relevant experience/certifications (explain below)

	Details: 
	[bookmark: Text15]     




Drama Courses Taken / Relevant Technical Skills

	[bookmark: Check12]|_| Stagecraft (COMM 261A)
	[bookmark: Check13]|_| Technical event setup and/or management

	[bookmark: Check14]|_| Acting & Directing (COMM 251A)
	[bookmark: Check15]|_| A/V equipment diagnostics and repairs

	[bookmark: Check16]|_| Theater Practicum (COMM 259A)
	[bookmark: Check17]|_| Notable computer skills: software or hardware

	[bookmark: Check18]|_| Lighting or sound board operation
	[bookmark: Check19]|_| Other theater/relevant experience (explain below)

	Details: 
	[bookmark: Text16]     



Bonus question: on a scale of 1-10 (least to most), how “technically-minded” would you consider yourself?     

 1  = I’m not technically-minded at all, but offer plenty of other excellent qualities that are important in the theatre
 5  = I’m technically-minded in some respects, but don’t usually think of myself in those terms
10 = I’m as technically-minded as they come.  (I actually think in binary.)


Please include your current spring schedule and any supporting documents (résumé, etc.)  Submit this application and all secondary materials electronically from your GCC email-account to mediaservices@gcc.edu, ATTN: Mr. Dan Wolfe, before the submission deadline: March 28, 2014.  All files will be reviewed, and some applicants may be invited for a personal interview and shadowing experience before the conclusion of the fall semester.  ALL applicants will be notified of hiring decisions by the start of this summer.  

As you complete this application, please remember all considerations outlined on the instructions page.  Once we have agreed upon hiring you, we intend to rely upon your technical support for numerous events and activities throughout the year, especially during concerts and Showcase Series productions.  Mandatory on-site training will be provided by staff members approx. one week prior to fall 2014 semester.  You will also be expected to attend weekly meetings and weekly work/office hours unless there is a valid academic excuse, and perform nightly lockup duties on a rotating schedule.    

I acknowledge that the information I have provided in this application is complete and accurate.  I understand that any references I have provided may be contacted, and I may also be asked to participate in a personal interview.  Once hired, I realize that there will be numerous expectations of me, including working theater events and PFAC facility upkeep.  If my schedule or circumstances change, I will notify Mr. Wolfe immediately.  If accepted into this program, I agree to carry out all duties in a manner consistent with the mission of Grove City College.
	 (you may type your full name to ‘sign’ this application electronically)    Signature
	[bookmark: Text26]     

	Date
	[bookmark: Text27]     
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