
JOB DESCRIPTION

POSITION TITLE
Assistant to Music Organizations/Business Accounting Coordinator 

REPORTS TO:

Managers of Music Organizations

PRIMARY FUNCTION: 
This position supports the Music Organizations Managers to provide professional and efficient music tours and services and is responsible for the financial management of St. Olaf Records and Limestone Records. 

AREAS OF RESPONSIBILITY:


1) Office Management:

i) Manage workflow and set priorities for music organization support functions,

ii) Maintain and evaluate office efficiency, 

iii) Liaison with tour sponsors,

iv) Respond to student questions, telephone inquires, and mail,

v) Maintain and update performance calendar, including long-range events, 

vi) Maintain databases for all music organizations.

vii)  Give/coordinate work direction to Music Organization Administrative Assistant

viii) Coordinate ticket sales for tours using University Tickets system.

2) Gather/prepare concert programs, posters, and coordinate ushers for touring ensembles, and special events and arrange receptions, food, and housing as necessary.

3) Implement and maintain computerized inventory and accounting system for St. Olaf Records. 

i) Account for all revenue for St. Olaf Records

ii) Produce financial and inventory reports for St. Olaf Records

iii) Ensure credibility and accuracy of St. Olaf Records computer system

iv) Update system as necessary to incorporate new CDs, DVDs, etc.

v) Coordinate with St. Olaf business office to ensure appropriate reporting is maintained for state sales tax, and budget reports.

4) Ensure orders for St.Olaf  Records are filled in a timely manner. 

5) Responsible for Limestone Records

i) Arrange for mastering and duplication of CDs

ii) Collect and deposit monies; distribute CDs to students
6) Collaborate with communications staff and outside vendors to produce major event programs, to ensure public announcements of upcoming guest artists, as well as St. Olaf ensembles.

7) Manage ensemble budgets in collaboration with ensemble officers.

8) Maintain robe inventory and distribution for all choirs.

9) Perform other duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
Office workers and student usher staff; ensemble officers in maintenance/distribution of choir robes (500)

CONTACTS:
Faculty, staff, students, alumni, St. Olaf community, guest artists, Northfield community members, vendors, and tour sponsors. 

EDUCATION: 
Essential:
High school diploma 


Desirable:
Additional educational program beyond high school, preferably a bachelors degree.

EXPERIENCE:
Essential:
2 – 4 years experience in a business office environment. 


Desirable:
Strong music background; 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 Macintosh Platform – Microsoft Office Suite; Filemaker Pro 

· Budget management and accounting skills

· Ability to multi-task essential

· Strong attention to detail

· Proven ability to coordinate large and small events 

PHYSICAL DEMANDS:
Lifting of 25 pounds.

WORKING ENVIRONMENT:
High traffic flow with limited space.  Frequent interruptions and a moderate noise level.
WORK SCHEDULE:
FTE:
1.0



Term:
Year round position



Shift: 
8:00 A.M. – 5:00 P.M. Monday through Friday; occasional evening or weekend hours for special events.

APPROVAL:
Robert “B.J.” Johnson
DATE:




April 2009

