
 
 
 
 
 
 

JOB DESCRIPTION 
 
Date Written or Revised: July 2026 
Title: Media Production Specialist 
Supervisor: Director, Strategic Engagement & Communications 
Job Status: Contract 
 

Primary Purpose 
The media production specialist is a contract position responsible for capturing, editing and delivering high-quality photo and video content 
that supports the organization's marketing, communications, engagement and storytelling efforts. 
 
Working closely with the director of strategic engagement and communications and creative services coordinator, the media production 
specialist documents performances, rehearsals, auditions, educational activities, community events and organizational milestones. The 
content produced by this position serves as the foundation for social media campaigns, marketing, website content, promotional materials, 
donor communications and organizational storytelling. 
 
The successful candidate possesses strong technical skills, a creative eye for storytelling and the ability to showcase the energy, excellence 
and community that define the organization. 
 

Key Responsibilities 
Photography 

• Capture high-quality photography at rehearsals, auditions, performances, educational events, community appearances and 
organizational activities. 

• Create a diverse library of images showcasing participants, staff, volunteers, performances and organizational culture. 
• Deliver edited images suitable for marketing, communications, social media, websites and printed materials. 
• Select and organize photos for archival and future promotional use. 

 
Videography 

• Capture video footage at organizational events and activities. 
• Record interviews, testimonials, behind-the-scenes content and event highlights as requested. 
• Create footage that supports storytelling, audience engagement, performer recruitment and brand awareness initiatives. 
• Maintain high production standards that reflect the organization's brand and reputation. 

 
Video Editing & Post-Production 

• Edit short-form and long-form video content for digital platforms. 
• Produce promotional videos, highlight reels, participant stories, recap videos and event coverage. 
• Format content for various platforms including websites, social media, email campaigns and presentations. 
• Add graphics, captions, music, transitions and branding elements as appropriate. 

 
Content Collaboration 

• Collaborate with the creative services coordinator to ensure visual consistency across campaigns and communications. 
• Support the development of creative concepts that align with campaign objectives and organizational messaging. 
• Coordinate content capture plans for major projects, events and marketing initiatives. 
• Assist in identifying compelling stories and moments that showcase organizational impact. 

 
Asset Management 

• Maintain organized archives of photos, videos and project files. 
• Ensure content is properly cataloged, backed up and accessible to authorized staff. 
• Deliver files in formats appropriate for multiple communication channels. 
• Assist in maintaining media release documentation and usage permissions when required. 

 
 
 



 
 
 
 
 
 

Qualifications 
Required 

• Demonstrated experience in photography, videography and video editing. 
• Proficiency with professional photography and video equipment. 
• Experience using video editing software such as Adobe Premiere Pro, Final Cut Pro or similar platforms. 
• Strong understanding of visual storytelling and composition. 
• Ability to work independently and meet project deadlines. 
• Excellent organizational skills and attention to detail. 
• Individual must have and maintain a non-expired Level One Identity Verified Prints (IVP) Fingerprint Clearance Card. 

 
Preferred 

• Experience working with performing arts, sports, education, entertainment or nonprofit organizations. 
• Experience creating social-media-optimized photo and video content. 
• Familiarity with branding and marketing principles. 
• Experience capturing live events and performances. 

 

Compensation 
This is a 1099-contractor position. Compensation will be on a per-deliverable basis. 
 
Convergence Performing Arts, Inc. does not discriminate in employment on the basis of race, color, sex (including pregnancy and gender 
identity), national origin, political affiliation, sexual orientation, marital status, disability, genetic information, age, membership in an 
employee organization, retaliation, parental status, military service, or other non-merit factor. Convergence values and celebrates diversity 
and inclusion as it promotes greater collaboration and innovation leading to enhanced opportunities for the organization’s stakeholders. 
Convergence is proud to be an Equal Employment Opportunity (EEO) Employer. 


