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Richmond Symphony School of Music (RSSoM) Program Manager

The RSSoM Program Manager is a self-motivated and detail-oriented person who is energized by working collaboratively and building shared vision to support student achievement in the arts. They work closely with the Director of Education and Community Engagement (EDCE) and other members of the EDCE team to manage and develop the Richmond Symphony School of Music and the symphony’s education and community engagement programs.
This position will be directly responsible for managing a portfolio of programs drawn from the list below, including RSSoM’s applied music education programs, managing and assisting volunteers, digital delivery, and many other activities pertaining to RSSoM and the EDCE department at the Richmond Symphony as assigned. Responsibilities will be chosen and assigned according to the candidate’s skill set and experience, and the priorities of the department.
At this time, we are seeking qualified applicants for both part-time and full-time employment. The RSSoM Program Manager’s Portfolio of Responsibilities may include some of the duties listed here:

Responsibilities may include
· In collaboration with RSSoM staff, plan the yearly calendar including classes, rehearsals, performances, sectionals, auditions, recruitment
· As a member of RSSoM staff, plan, develop, and execute new initiatives in music education programming for a young and growing community music school, both digital and in person
· Hire coaches for orchestra sectionals, chamber music and other instrumental activities as needed
· Act as a point of contact for program inquiries and recommendations
· Organize and facilitate YOP auditions including: Spring/Summer auditions for entry into ensembles and seating auditions
· Facilitate music preparation and distribution
· Work with Richmond Symphony marketing team to develop and maintain a social media & marketing plan with respect to YOP and RSSoM
· Coordinate volunteer programs including parent representatives, student work study and assist with managing department interns
· Develop strong partnerships with local music educators, supervisors and in-school music programs
· Participate in and/or serve as staff liason to committees related to the Richmond Symphony School of Music and the Richmond Symphony Board of Trustees
· Virtual classroom management and operations
· Prepare monthly Payroll for education programs
· With the Director and other members of the EDCE team, participate in the management of the EDCE department and RSSoM budgets
· Track student progress and matriculation through programs
· Produce parent/student mailings and calendar updates
· Participate in the maintenance and updates to the RSSoM website, and as becomes necessary, social media
· Produce schedule, handbook, newsletter and supporting materials for RSSoM
· Attend and coordinate auditions and weekly rehearsals, working with parent representatives, student work study and volunteers	
· Maintain positive and active relationships with alumni
· Other duties as assigned          	           

Qualifications
· Bachelor’s degree required; music, music education, and/or arts administration preferred
· 3-5 years or more experience in educational setting and/or direct arts management experience preferred (experience with out-of-school time programming helpful)
· Understanding of orchestra and/or band pedagogy and repertoire; enthusiasm for music of all kinds (classical and symphonic music are a plus)
· Strong administrative, technology and organizational skills
· Strong interpersonal and conflict resolution skills, and the ability to work with a diverse set of stakeholders including community members, educators, administrators, musicians and staff
· Must possess strong computer skills including Word, Excel, Email, database and be willing to work nights and weekends with advance notice
· Ability to communicate effectively both orally and in writing

Salary
· Commensurate with experience

Benefits
· Part-time benefits include paid vacation and sick leave
· Full-time benefits include health insurance, long term disability, self-funded dental insurance, employer contribution to 403(b) account, and paid vacation, holiday, and sick leave
· Parking is provided

How to apply 
· Applicants must submit a resume, cover letter and 2 professional references
· Application review begins August 20, 2020 until positions are filled
· Electronic submission only
· Any offer of employment is contingent upon background check
· Please submit materials to jsanford@richmondsymphony.com
612 East Grace Street, Suite 401 ▪ Richmond VA 23219 ▪ Ph. (804) 788-4717 ext. 103 ▪ Fax (804) 788-1541
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