JOB DESCRIPTION

POSITION TITLE



Assistant/Associate Manager







of Music Organizations

REPORTS TO:



Manager of Music Organizations

PRIMARY FUNCTION:             
Arrange and promote concerts and special events for the   St. Olaf Band and St. Olaf Orchestra.  Manage the business affairs for the instrumental music organizations at the college.
AREAS OF RESPONSIBILITY:


1. Collaborate with conductors of the St. Olaf Band and Orchestra on long and short term planning. Make all arrangements for the St. Olaf Band and Orchestra domestic tours which includes finding sponsors and performance sites, supervising publicity campaigns, transportation, housing, meals and taking care of business and personnel matters for the groups while on tour.   Travel with St. Olaf Band and St. Olaf Orchestra on annual tours as well as make pre-tours to concert locations.

2. Arrange, make pre-tours, and accompany international tours for the St. Olaf Band and St. Olaf Orchestra in close consultation with Manager of Music Organizations. 

3. Supervise the administrative assistant on work performed for annual off-campus travel of the other music organizations including the Norseman Band, Philharmonia, Cantorei, Chapel Choir, Manitou Singers, and Viking Chorus. 

4. Serve as house manager for the Christmas Festival, including recruit and coordinate ushers and ticket takers.

5. Make arrangements for all piano moves on and off-campus, arrange for tunings, and write work orders for all on-campus instrumental music events.

6. Assist with preparation of proposed budgets for the Office of Music Organizations.  Assist with details for any visiting music organizations, visiting musicians or guests of the college, and conferences (summer music camp, all-state music groups).

7. Serve as Vice President of St. Olaf Records.  Work with president and marketing specialist on long-term vision for company and strategies for future direction in the recorded music industry and recordings.

8. Other duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
Assistant office supervisor, student worker supervisor, supervise independent contractors.

CONTACTS:
 

EDUCATION: 
Essential:
BA or BM degree


Desirable:
BA or BM degree in music or arts administration, or a business degree with an emphasis in the music.
EXPERIENCE:
Essential:
Experience with music instrumental ensemble performance.  


Desirable:

3-5 years in arts or music administration.
KNOWLEDGE, SKILLS, ABILITIES:

· Strong public relations skills.
· Ability to communicate effectively with performers, conductors and sponsors.
· Understanding of music organization operations 
· Excellent organizational skills.  
· Ability to anticipate needs of a traveling group and make appropriate decisions
· Excellent written and oral communication skills.  
· Skill in both short term and long term planning.
PHYSICAL DEMANDS:
Lifting moderate weight, extensive travel required, a Class B drivers license is required.
WORKING ENVIRONMENT:
Office environment and tour sites 

WORK SCHEDULE:
FTE: 
1.0


Term: 
Full Year


Shift: 
Campus Office Hours



Monday – Friday 8:00 A.M.-5:00 P.M.


Evening and weekend hours are required during tours and concerts

APPROVAL:                                                 B.J. Johnson

DATE:




July 2009

