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Inventory Specialist 

About Ballet Memphis 
Ballet Memphis aspires to reveal and celebrate the universality of the human experience through dance and movement. The organization was founded in 1986 with the mission to create a ballet company that is reflective of our community and the nation by creating, presenting and teaching ballet in a way that celebrates the human spirit. Over the years, our professional company has developed an extensive original repertoire that spotlights the unique cultural significance of our region. This work has been shared with audiences at home and at venues around the nation, including the Joyce Theater in New York City and the John F. Kennedy Center for the Performing Arts in Washington, D.C., among others. Today, Ballet Memphis operates through four program pillars: a professional dance company, a ballet school and advanced youth ensemble, robust Pilates and wellness offerings, and a growing body of community impact work. 
Purpose 
The Costume Inventory Specialist position is a project‑based role dedicated to evaluating, organizing, and modernizing the Ballet Memphis costume inventory. The primary purpose of this assignment is to bring the existing collection up to current operational standards by documenting all costume pieces, capturing photographs, gathering technical specifications, and assembling a comprehensive, accurate catalog for internal use. This role ensures that the organization has a clear, accessible, and complete record of its costume assets to support future productions, rentals, and long‑term inventory management.
Reporting 
This position reports to the Director of Production
Rate: This project‑based, part‑time role is compensated at $17 per hour, with an anticipated commitment of approximately 10 hours per week with an opportunity to extend.
Key Responsibilities 
· Conduct a full review of all costume inventory, including garments, accessories, footwear, and specialty pieces.
· Photograph each costume item according to an established visual standard for clarity and consistency.
· Record all relevant specifications for each item, including size, designer (if known), production history, fabric details, condition, and repair needs.
· Create and input data into a structured digital pdf catalog 
· Organize costume storage areas as needed to ensure items are properly grouped, labeled, and easily accessible during and after cataloging.
· Identify incomplete inventory information and note gaps or missing items requiring follow‑up.
· Coordinate as needed with the Costume Director, production personnel, and administrative teams to maintain accuracy and alignment.
· Maintain the project timeline and provide regular progress updates to the Director of Production
· Perform additional inventory‑related tasks as assigned to support the completion of the cataloging project.
Requirements 
· Experience working with inventory systems, cataloging processes, or organizational projects involving large quantities of physical assets.
· Strong attention to detail with the ability to accurately document specifications, measurements, and condition information.
· Basic understanding of garment types, fabrics, and costume components (no sewing experience required).
· Proficiency in digital tools used for data entry, photo organization, and file management.
· Ability to follow structured workflows, maintain consistency in documentation, and meet project deadlines.
· Photographing garments and accessories according to standardized guidelines.
· Ability to lift and move costume pieces and storage bins as needed and navigate storage spaces safely.
· Reliable, self‑directed, and able to work independently with limited supervision.
· Strong communication skills and ability to collaborate with costume and administrative staff as needed.
Ballet Memphis is an equal opportunity employer and do not discriminate against applicants or employees on the basis of sex, race, color, religion, national origin, ancestry or age. In addition, Ballet Memphis does not discriminate against qualified individuals with disabilities or any other legally protected status within applicable federal or state law. 

Send cover letter and resume to Careers@BalletMemphis.org.
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