
Producer / Production Manager 
Job Description

Reports To:
Executive Producer

Employment Type:
Contractor

Position Overview:
Tantronics Productions is seeking a highly organized, proactive, and solutions-driven Producer / 
Production Manager to oversee creative projects from initial client conversations through final 
delivery.

This role serves as the operational backbone of every production, ensuring that people, 
schedules, budgets, equipment, and creative deliverables remain aligned throughout the entire 
production process.

The Producer / Production Manager is responsible for transforming ideas into executable 
production plans while supporting the creative team with the organization, leadership, and 
communication necessary for every project to succeed.

If you enjoy building systems, solving problems, leading teams, and bringing creative ideas to 
life, we'd love to meet you.

Position Summary
The Producer / Production Manager oversees projects through every stage of production.

Pre-Production
• Lead client onboarding and kickoff meetings
• Manage production timelines and schedules
• Coordinate locations, talent, and crew/vendors
• Assist with concept development, scripting, and story planning
• Organize equipment, crew, and production logistics

Production
• Lead production-day operations
• Manage crew schedules, call times and timecards
• Ensure projects stay on schedule and within budget
• Coordinate talent, clients, and vendors

Tantronics Productions
Tanner McGrath | (267) 337-0308 | 
tantronicsproductions@gmail.com 
https://www.tantronicsproductions.com

https://www.tantronicsproductions.com/


• Solve logistical challenges in real time
• Maintain a safe, professional, and efficient set

Post-Production
• Coordinate editing timelines
• Manage review and approval cycles
• Collect and organize client feedback
• Ensure revisions are completed efficiently
• Oversee final delivery of project assets

Primary Responsibilities
Project Management

• Manage multiple productions simultaneously
• Create and maintain project schedules
• Track budgets and production expenses
• Coordinate internal production resources
• Ensure deadlines are consistently met
• Maintain organized production documentation

Client Relations
• Serve as the primary point of contact for assigned clients
• Schedule meetings and production calls
• Communicate project progress regularly
• Manage expectations throughout each project
• Present production plans and creative timelines
• Build long-term client relationships

Production Logistics
• Schedule production crews
• Coordinate equipment rentals and transportation
• Secure production locations
• Arrange permits when required
• Prepare production documents and call sheets
• Manage production calendars

Team Leadership
• Support Directors and Directors of Photography
• Coordinate freelance crew members
• Assign project responsibilities
• Foster a positive, collaborative work environment
• Remove obstacles that slow production
• Help maintain high production standards



Quality Assurance
• Ensure projects align with creative goals
• Review production deliverables
• Monitor project progress
• Identify risks before they impact production
• Improve workflows and production systems

Qualifications
Required

• Excellent organizational skills
• Strong written and verbal communication
• Ability to manage multiple projects simultaneously
• Professional client-facing demeanor
• Strong problem-solving abilities
• Self-motivated and dependable
• Ability to thrive in fast-paced environments

Preferred
• Experience in video production or creative services
• Project management experience
• Knowledge of production workflows
• Experience managing creative teams
• Familiarity with scheduling software and production management tools

A Typical Week
Your week may include:

• Meeting with new clients
• Developing production schedules
• Planning upcoming shoots
• Coordinating crew members
• Leading production meetings
• Managing on-set logistics
• Reviewing edits with clients
• Preparing proposals and estimates
• Improving internal workflows

Every week is different, and every project presents new creative opportunities.



Compensation & Schedule
• Freelance (with opportunity for long-term growth)
• Flexible schedule based on production calendar
• Hybrid remote and on-location work
• Local and regional travel required for productions
• Opportunity to grow into a senior leadership role

Join Our Team

Tantronics Productions is looking for people who care deeply about storytelling, creative 
excellence, and delivering exceptional experiences for clients and audiences alike.

If you're passionate about bringing ideas to life, we'd love to hear from you.

Apply on our website: www.tantronicsproductions.com/opportunities
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