
CFO | Business Affairs Director 
FeLo & Co Theatrical Productions – Dallas, TX 

Must be PASSIONATE about musical theatre and producing Broadway caliber 

professional shows in North Dallas. Must be entrepreneurial as this is a start-up 

commercial theatre production company. The Founder/CEO is looking for a CFO | 

Business Affairs Director to implement and execute all financial strategies of this new 

company so as to build FeLo & Co Theatrical Productions into a major entertainment 

producing brand that will have a reputation for artistic excellence and theatrical talent. 

This position is based in North Dallas and will not officially start until May 2016. 

However, if selected to work with us, this person will periodically be consulted (paid) 

and involved in the strategic planning and investor fundraising initiatives implemented 

by the company. Our first show is slated to open September 2016. 

FeLo & Co Theatrical Productions specializes in producing Broadway caliber musical 

theatre, complete with full orchestrations and professional actors, singers, and dancers 

both from NYC and the local Dallas/Fort Worth area. Our mission is to bring JOY to 

our audiences and RENEW culture through our theatrical works, by creating and 

producing musical theatre shows that promote universal truths and uplifting, 

encouraging family values. Our productions are designed to bring excellence in 

entertainment four times annually to the Dallas area, with specific productions 

earmarked as "out of town" tryouts for the New York stage. These Broadway bound 

musicals will be based on old and new Hollywood films, cultural icons, and underlying 

published materials.  See our website for more details:  www.FeLoCoTheatricals.com 

Experience:  Must be an Accountant with at least 5 years’ experience working in a 
performing arts environment.  This person will be creating the finance department within 
this new company and will be given ownership responsibilities. The ideal candidate is 
the Accounting Manager, Executive Director or Business Director in a Theatrical 
Company or Performing Arts Organization and now wants to become a vital part of a 
new North Dallas Based theatrical production company that is scaling shows towards 
Broadway.  If hired, you will be part of the management team of this new company. 

Responsibilities include but will not be limited to working with the CEO on all Investor 
Documents and Financial paperwork, overseeing accounting, collections and 
processing payments, fees and paychecks. This person will handle affairs for artists 
including agency contracts with the artists, immigration (working with attorney to apply 
for work visas), updating union status, and artists’ requests, etc. Other tasks for which 
he/she will be responsible include the follow: 

 Translate budgets into a business office accounting systems; prepare the annual 
financial reports of the Operating Company and Development Companies and 
other financial reports as required for submission to the State; interpret the 
annual audit report; supervise accounting procedures on payroll operation, 

http://www.felocotheatricals.com/


accounts payable, trust and agency accounts, local, state and federal taxes, 
retirement, social security, insurance programs, and capital reserve funds, 

 Oversee accounting, collections and processing payments, fees and paychecks. 
This person will handle affairs for artists including agency contracts with the 
artists, immigration (working with attorney to apply for work visas), updating 
union status, and artists requests, etc.  Other tasks for which he/she will be 
responsible include the follow.  Be accountable for the administrative, financial, 
and risk management operations of the company, which will include the 
development of a financial and operational strategy, metrics tied to that strategy, 
and the ongoing development and monitoring of control systems designed to 
preserve company assets and report accurate financial results. Principal 
accountabilities will be: 

 Supervise the accounting system necessary to provide the management team 
and associate producer/general managers with accurate financial facts as the 
basis for formulating policies and decisions. 

 Perform pre-audit of internal procedures; determines that prepared statements 
present fairly the financial position, propriety, legality, and accuracy of financial 
transactions; proper recording of all financial transactions; post-audit procedures; 
external audits; reconciliation of internal and external audits; conducts internal 
reviews of show activities and petty cash funds for each show. 

 Develop procedures and policy on cash management and investments; develop 
cash projection report of revenues and expenditures of the general fund; select 
the type and source of investments; secure proper collateralization of 
investments; maintain records and prepare monthly reports of cash and 
investments; provide for full investment of all surplus funds. 

 Perform, review, and selection of insurance programs; determine coverage to be 
provided; obtain insurable values on production offices; file insurance claims and 
reports; direct insurance procurement procedures; maintain insurance policies 
and claim records; develop specifications and places insurance with companies, 
agents, and brokers. 

 Supervise payroll operations for payment of all employees in accordance with 
negotiated contracts and policies; supervise completion of local, state, and 
federal reports on payroll deductions; establish payroll policies and procedures; 
supervise proper accounting of all payroll disbursements; supervise and audit all 
payroll records. 

 Provide information necessary for unemployment and worker’s compensation 
claims and appeals. 

 Act as the designated purchasing agent for the company; process purchase 
orders; recommend and enforce purchasing policies, procedures, and 
regulations; prepare specifications and determine quality of equipment and 
supplies; responsible for storage and delivery of supplies; maintain inventory 
control;  

 Review the tax collections of, and when necessary. 
 Attend Advisory Board meetings and work sessions. Attend seminars, 

workshops, meetings and conferences as required. 



Planning 

 Assist in formulating the company's future direction and supporting tactical 
initiatives 

 Monitor and direct the implementation of strategic business plans 
 Develop financial and tax strategies 
 Manage the capital request and budgeting processes 
 Develop performance measures that support the company's strategic direction 

Operations 

 Participate in key decisions as a member of the executive management team 
 Maintain in-depth relations with all members of the management team 
 Manage the accounting, human resources, investor relations, legal, tax, and 

treasury departments 
 Oversee the financial operations of subsidiary companies and foreign operations 
 Manage any third parties to which functions have been outsourced 
 Oversee the company's transaction processing systems 
 Implement operational best practices 
 Oversee employee benefit plans, with particular emphasis on maximizing a cost-

effective benefits package 
 Supervise acquisition due diligence and negotiate acquisitions 

Financial Information 

 Oversee the issuance of financial information 
 Personally review and approve all form and filings with the Securities and 

Exchange Commission 
 Report financial results to the board of directors 

Risk Management 

 Understand and mitigate key elements of the company's risk profile 
 Monitor all open legal issues involving the company, and legal issues affecting 

the industry 
 Construct and monitor reliable control systems 
 Maintain appropriate insurance coverage 
 Ensure that the company complies with all legal and regulatory requirements 
 Ensure that record keeping meets the requirements of auditors and government 

agencies 
 Report risk issues to the audit committee of the board of directors 
 Maintain relations with external auditors and investigate their findings and 

recommendations 

  



Funding 

 Monitor cash balances and cash forecasts 
 Arrange for debt and equity financing 
 Invest funds 
 Invest pension funds 

Third Parties 

 Participate in conference calls with the investment community 
 Maintain banking relationships 
 Represent the company with investment bankers and investors 
 Advise the board and carry out tasks assigned by the board 
 Assist in personnel management 
 Development of administrative standards and procedures related to personnel 

and staff development 
 Supervision of staff 
 Serve as liaison between staff and board members 
 Coordinate with the CEO and the board to oversee activities including special 

projects and fiscal management 
 Together with the CEO, develop and manage the annual budget for Advisory 

Board approval including necessary revisions 
 Oversee the preparation of the annual report of activities as well as fiscal reports 
 Manage network finances and reporting 
 Coordinate work on annual audits 
 Define priorities for all supervised staff 
 Inventory management of art and office supplies 

Business Affairs 

 Work closely with outside counsel and company attorneys on all legal concerns 
pertaining to artists, venue, unions, advertising and branded content.  

 Prepare releases, reviews contracts, and advises on all matters pertaining to 
intellectual property and rights of privacy. 

 Consult when necessary on print legal matters. 

Talent Matters 

 Oversee talent payments and estimates. 
 Negotiate celebrity talent and music licenses, then estimates and payments 
 Manage celebrity contracts (appearances, payments, etc.) 
 Manage Performers union disputes, audits, fines, etc. 
 Preparation of casting specs for casting director 

  



Broadcast Production 

 Prepare all production estimates, purchase orders, overage forms 
 Prepare all production award paperwork (production contract, Insurance 

Addendums) 
 Responsible for the financial status of all broadcast jobs 
 Estimate & manage production insurance and the acquisition of special 

coverages (i.e. weather, celebrity, maritime, etc.) 
 Approve all invoices for broadcast production & talent dept.  
 Responsible for tracking down payments for production vendors 

TERMS AND CONDITIONS 

Post: This is a Full Time Permanent post with FeLo & Co Theatrical Productions. 

Hours: Standard hours are 9:30 a – 5:30 p. 

This post may require attendance at performances and events outside of normal hours 

on an intermittent basis. 

Annual Salary: Salary commensurate with skills and experience. 

APPLICATION PROCESS 

To apply, please send an up to date resume, 3 letters of reference, and a cover letter 

outlining why you want this particular position and highlighting the skills and experience 

that you could contribute to make FeLo & Co Theatrical Productions a successful 

theatrical brand. 

The closing date for all applications is 5pm on Monday, November 30, 2015. 

FeLo & Co Theatrical Productions is an equal opportunity employer 

Job Type: Full-time 

Required experience: 

 Finance or Business Affairs: 5 years 

Required education: 

 Master’s Degree - MBA 

 


