
 THE KALAMAZOO CIVIC THEATRE 
 

Job Description 
 

Date:    
Job Title:  Costume Designer/Shop Coordinator 
Department:  Production/Costumes 
Reports to: Resident Costume Designer 
 
Definition:    
 
Under the supervision of the Resident Costume Designer, job duties include: Costume design for each 
production assigned including designing new costumes, pulling from existing stock and shopping 
costumes. This is a hands-on position, which will require designer to be part of the construction 
process. This position also actively mentors the Costume Design Interns in the performance of their 
responsibilities, oversees the intern designed productions and supervises and directs the Wardrobe 
Technician in their responsibilities as well as the volunteers that help support the costume shop 
throughout the season. Candidate must be an excellent communicator and able to both collaborate 
and work independently. A positive attitude, good work ethic and attention to detail are essential to 
this position.   
 
Design and Performance Responsibilities: 
 

1. Designs, coordinates, and supervises the execution of costumes for productions as 
assigned 
a. Studies script and provides appropriate information including scene  

breakdown, costume breakdown and dressing lists. 
b. Determines a show’s costume needs with the artistic team 
c. Researches and designs assigned shows 
d. Generates renderings and/or working drawings for characters in script 

and swatches all costumes to be built 
e. Communicates design requirements to shop staff 
f. Pulls existing costumes when possible 
g. Prepares for and attends scheduled production meetings with the artistic  

team. 
h. Selects, orders and purchases appropriate fabric and materials for costume 

construction within the production schedule. 
i. Attends all fittings for the designed production. 
j. Create a “bible” for each production with financial, artistic and technical 

information (we do this digitally on the production drive,  to assure records 
are stored there for future reference, we can specify that this is digital) 

k. Attends rehearsals as necessary. 
l. Attends tech/dress rehearsals as necessary. 
m. Meet’s scheduled design deadlines. 

2. Design and maintain hair and makeup for assigned productions. 
3. Directs the maintenance of the productions designed (draw up laundry lists, set up 

wash schedules, check to make sure repairs are covered, etc.). 
4. Responsible for organizing & training, wardrobe running crews for productions. 

 
 
 
 



 
 
 
Supervisory and Teaching Responsibilities: 
 

1. Actively mentors Costume Design Interns, and volunteers in the best use of costume stock, 
construction, design and costume area procedures 

2. Oversees the intern designed productions 
3. Attends Design and Production meetings with Costume Design Interns  
4. Oversees the draping, patterning, sewing, repairing, altering and adapting costume pieces,  

wigs and accessories of staff/volunteers as assigned 
5.  Attends and directs strikes as needed 

 
Costume Shop Responsibilities: 

1. Responsible for maintaining original integrity of stock costumes, wigs and accessories 
which might include but is not limited to assisting in the assessment and restock of 
items. 

2. Directs and aids the restock of costumesas needed. 
3. Designs, sews, repairs, adapts and alters costumes for Civic productions as assigned 
4. Performs costume shop maintenance under the direction of the Director of Costumes 
5. Performs other duties as assigned by the Director of Costumes 
6. Work to Maintain a positive and communicative atmosphere  
7. Communicate build requirement efficiency and effectively to shop staff/volunteers. 
8. Assist Cutter/Stitcher with pattern development and mock-ups as assigned. 
9. Recruit and schedule volunteers as needed. 

 
Rentals/Sales Management: 
 

1. Serves as Rental coordinator of costumes: 
a. Answer and respond to costume rental inquiries.  
b. Manage and pull costume rental requests.  
c. Fill out rental paperwork required as needed 
d. Assist Bookkeeper in the proper invoicing of all costume rentals 
e. Assess returns for cleanliness, repairs, alternations, and schedule necessary work 

to return stock to proper condition. Supervise restock as necessary. 
f. Track income and expense as it relates to rentals 

2. Manage the sale of costumes, wigs and accessories through eBay or other means. 
 
 
Qualifications: 
 
1.   Previous professional experience and education in costume design 
• Working knowledge of professional theatrical costume and craft construction techniques  
• Experience in script analysis for a variety of theatrical styles.  
• Excellent research skills.  
• Good knowledge of costume and fashion history.  
• Good knowledge of fabrics, trims and notions.  
• Good knowledge of basic theatrical cutting and sewing.  
• Excellent knowledge and experience in the basic principles and elements of design.  
• Good drawing and painting skills with a variety of media.  
• Ability to work as a member of a collaborative design team.  
• Excellent interpersonal and communication skills.  
• Excellent time management skills.  



• Ability to remain calm in high-stress situations 
  
 
 
  

 Ability to lift 40 lbs. 
 Ability to safely and effectively supervise minors as necessary 
 A valid driver’s license and ability to drive    
 Ability to navigate stairs, climb ladders and work from a ladder  

                                                          
Desirable Qualifications: 
 

1. MFA or MA in theatre (preferably costume design). 
 

  
 


