
JOB DESCRIPTION

POSITION TITLE
Administrative Assistant –St. Olaf Music Organizations and Music Department

REPORTS TO:

Managers of Music Organizations and Department Chair of Music

PRIMARY FUNCTION: 
This position will assist the Music Organizations to provide professional and efficient music tours and services. This position will also support the Music Department by assisting with adjunct faculty needs, summer music programs, and instrument management issues. 

AREAS OF RESPONSIBILITY:


1) Assist instrumental adjunct faculty with scheduling lessons and juries.

2) Coordinate instrument inventory and maintenance.

3) Maintain inventory of instrumental supplies for purchase by music students.

4) Coordinate music locker assignments.

5) Serve as Administrative Assistant to the Summer Music Camp and Piano Academy.

6) Serve as Administrative Assistant for Choral Day and Band Day.

7) Assist Managers of Music Organizations

a. Type correspondence, memos, reports, and forms for managers and conductors

b. Maintain and update performance calendar and notify Webmaster of changes/updates for non-touring ensembles.

8) Promotions

a. Gather/prepare concert programs, posters, and publicity for assigned ensembles, and coordinate receptions related to these events.

b. Prepare promotion kits for ensemble tours.

9) Assist Music Organizations Administrative Assistant 

a. Take phone orders and print Internet orders for St. Olaf Records and provide support for order fulfillment when student workers are not available.

b. Assist with phone calls related to Internet ticket sales for music related events.

c. Process credit card charges for St. Olaf Records.

d. Perform other duties as assigned such as Music Department special events.

10) Possible oversight of Music Department Website.

SUPERVISORY RESPONSIBILITIES: 
Daily work direction for student workers 

CONTACTS:
Faculty, staff, students, alumni, St. Olaf community,


Northfield community members, vendors.

EDUCATION: 
Essential:
2-year associate’s degree in office administration


Desirable:
Post-secondary in a music related field.

EXPERIENCE:
Essential:
1-2 years in a professional office setting; strong music background; experience working in a small business setting.


Desirable:
Experience in a college or university setting; experience with desktop publishing.

KNOWLEDGE, SKILLS, ABILITIES: 

· Excellent public relations skills.

· Excellent organizational skills.

· Advanced skill level with Microsoft Office; Filemaker Pro. 

· Ability to multi-task essential

· Strong attention to detail

· Ability to work with little supervision

PHYSICAL DEMANDS:
NA 

WORKING ENVIRONMENT:
High traffic flow with limited space.  Frequent interruptions and a moderate noise level.
WORK SCHEDULE:


FTE:
1.0 

Term:
To start as soon as possible

Shift: 
Monday – Friday, 8 AM to 5 PM; some evening and weekend hours as special events require.

APPROVAL:                                                
Bob Johnson and Alison Feldt
DATE:




August 2007

Updated 7/2008

