
 
PMG Talent Show Job Description 

 
Timeline: 
 
Mid-November:  
 

 Check with principal to ensure date still works, the building is free and that 
the correct info is on the school calendar.  (Superintendent’s Secretary 
(Sherry Bobal) does the calendar and the secretary at PMG can check on 
availability.) 

 

 You need the Multi-purpose room the day of the talent show as well as 
two afternoons during that week to schedule rehearsals.   

 

 Line up an emcee- Mr. V’s a life saver! 
 
 
First week December: 
 

 Adjust registration form, make copies (enough for one for each student, 
the secretary can tell you how many) on the yellow PTA paper, distribute 
registration forms in teacher mailboxes.   

 

 Have principal include the show info in Friday Facts a couple of times.   
  

o Note: Due date as the last full day before winter break allows 
people to have time over break to practice.  It’s a busy time of year 
and there will likely be stragglers.  The main thing is not to keep 
having stragglers after break because you need to plan. 

 

 Fill out and hand into PMG secretary the Building Use Form.  You need 
one for the two days of rehearsals and one for the night of the talent show.  

 
Three days before winter break: 
 

 Ask Corresponding Secretary to send e-mail blast to remind parents that 
registration forms are due and send a link to form. 

 

http://www.ctsd.k12.nj.us/wp-content/uploads/2012/07/NEWUse-of-Facility-Application14-15.doc


First week January: 
 

 Sort out registration forms, make sure the two days of rehearsals are 
roughly equal numbers. 

o Try to adjust days if necessary so one day isn’t too long. 
 

 Email each group separately to make sure they all knew they were 
registered and which day they had to rehearse.  Also, remind them they 
need to pick up their child and send in a note to school.  

 

 This is also a good time to figure out props/mat needs/mic and music 
needs.   
 

o Ms. Napoli (PE teacher) was a HUGE help that I didn’t figure out 
until the week of and she totally saved me a lot of trouble.   

 
o Mrs. Repsher (music teacher) helped me get the keyboard down to 

the gym.  We did lift the keyboard onto the stage the night of but 
not the rehearsals, so you can see the kids better.   

 
o There are two wireless mics (double check all equipment is 

functional).  They had mic stands and the cords too. 
 

 Order ribbons.  (Hodges Badge Company - hodgesbadge.com) has been 
used in the past.  You can place the order and submit the invoice for 
reimbursement using the PTA Check Request Form. 

 
Rehearsal Days (2 days after school the week of the Talent Show): 
 

 Recruit 2 parents and 3-4 older students as stage hands to help with 
rehearsals each day.   

 
o One parent will open the front door for parents as they come to pick 

up their children. 
 

o One parent will assist with students waiting to practice. 
 

o Stage hands- it’s good to have them at rehearsals so they know 
what to do better on the night of the talent show.   

 
o Students bring their CDs with music set for 2 minutes.  Bring a 

boombox for rehearsals.  (If they were just a tad over, I didn’t do 
anything.  Talk to parents of acts over 2 minutes on how to cut it.) 

 
o Group the acts on rehearsal day by prop needed to make rehearsal 

go as fast as possible. 

http://www.ctsd.k12.nj.us/wp-content/uploads/2014/07/2014-2015-PTA-Check-Request-Form.pdf


 
Day or two before show:  
 

 Create order of show, make program, copy program.  (Use the yellow PTA 
copy paper.) 

 

 Put all the music in a playlist on the computer and have the CDs as a 
back-up.  The gym teacher should have a cord that goes from a computer 
right into the sound system.   
 

 Send a reminder email, telling people times to come, bring a snack etc..  
 

 Make a check-in list so kids sit in order of their act.  
 

 Purchase/make any decorations.   
 
 
Day of:  
 

 Custodians will set-up chairs. 
 

 Tape seats in first few rows so students can sit in order by act number. 
 

 Have one stage crew member get the next act to wait by stairs while the 
prior act is going on. 
 

 Have 1-2 people to check in kids while you’re setting up and doing last 
minute things in the gym. 
 

 You’ll need a couple other stage crew to assist with props (mats, etc.) 
 

 You’ll need someone to run the computer for music. 
 

 Hand out participation ribbons. 
 
After:  
 

 Return the CDs to kids’ teachers’ mailbox. 


