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	Title
	Operations Assistant
	Reports To
	Assistant Director of Operations and Production 

	Dept
	Artistic & Operations
	Classification
	Full Time, Non-Exempt



Job Summary	 

Join a highly accomplished team in a city dedicated to growing arts and culture as the Operations Assistant. One of the only orchestras to continue playing to both live and virtual audiences throughout the pandemic, the Richmond Symphony has purposely worked to reimagine the music experience for ways to connect more deeply with the Richmond community, to bring the power and enrichment of music to participants of all ages, regardless of their prior knowledge of or interest in classical music or traditional symphony performance. 

If you are a highly motivated, and organizationally inclined individual, looking to be at the nexus of producing amazing music, and enriching our community, this is the job for you!

Responsibilities
The Richmond Symphony is seeking an Operations Assistant to provide continuity throughout orchestra operations and production activities.  

· Plan all orchestra services, in consultation with the Director of Artistic Planning and Orchestra Operations, other artistic and production staff members, in compliance with the Collective Bargaining Agreement. 
· Maintain the Master Service Calendar; prepare and disseminate orchestra schedules. 
· Coordinate all Richmond Symphony venue rental needs including rehearsal room requests.
· Update and maintain the organization’s concert hall and venue rental calendar
· Secure housing requests for per-service musicians. 
· Prepare all concert worksheets, programs, and rehearsal order documents. Convey production requirements, timings and special needs to other departments or partner organizations.
· Coordinate activities with the music library, Personnel Manager, and artistic staff. Prioritize and expedite select tasks when necessary to ensure contractual or production deadlines are met.
· Follow financial procedures of the Richmond Symphony, including preparing venue contracts for signature, processing concert invoices and reviewing production timesheets. Develop and monitor budgets for all production and touring activities. 
· In collaboration with the Assistant Director of Operations and Production, organize and produce all orchestra tours, residencies, and run-out concerts, including transportation and accommodations. 

· Monitor compliance with terms of the Collective Bargaining Agreement and ensure the best possible physical working conditions for the orchestra in all situations. 
· Work with the Production Department to maintain inventories of property and supplies.
· Assist the Production Department with instrument rentals, in coordinating staging requirements and other logistical arrangements. 
· Occasionally assist with setup or teardown of the full orchestra or small ensembles, or live set changes during concerts.
· Coordinate production requirements, timings and special needs for all taping, broadcasts, and recording; serve as primary contact for the recording archive with recording engineers or media entities. 
· Assist the Advancement and Patron Communications Department with coordination of venues, stage crew and/or orchestra for special projects or events. 
· Any other assignments that help drive the Richmond Symphony forward-thinking vision, achieve our mission, and abide by our organization’s values. 


Requirements

Successful performance in this position requires an individual with excellent organizational skills, writing and communication skills including attention to detail and efficient time management, the ability to collaborate creatively and work effectively with internal and external partners, and the ability to produce tangible deliverables that accomplish departmental and organizational goals.
· Minimum of 1 year related experience; preference will be given for successful experience working for an arts institution 
· Working knowledge of orchestral repertoire and performance practices preferred
· [bookmark: _GoBack]Availability to work a robust schedule of rehearsals, performances, office time and community engagement events with a high sense of professionalism in performance presentations.
· Knowledge of or familiarity with OPAS or similar music management software
· Effective communication skills both verbally and in writing
· Demonstrated ability to handle confidential conversations, correspondence and records
· Very strong people skills necessary; Proven capable of handling a wide variety of artist (or like-minded individual) needs with quick and helpful responses and problem solving skills
· Savvy time manager.
· Agile multitasker. 
· Ability to work independently with minimal supervision.
· Very strong computer skills necessary including experience with tools such as online survey platforms, Word, Excel, PowerPoint, Google Docs and Google Calendar.
· Willingness to work on location in downtown Richmond.
· Richmond Symphony performances happen throughout the region and surpass the capacity of public transportation. Reliable personal transportation and Valid Driver’s License is required.
· Ability to lift 50 -100 lbs


Benefits & Salary
· Benefits include health insurance, self-funded dental insurance, 403(b) account, paid time off, optional instrument insurance, free parking
· Annual salary $32,000

To Apply
· Applications will be accepted and reviewed until the position is filled.
· Applicants must submit a resume, cover letter and three professional references.
· Any offer of employment is contingent upon a background check.
· Submit materials to artistic@richmondsymphony.com
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