Minnesota Music Educators Association

Program Assistant

Job Description

The Program Assistant supports MMEA’s programs through follow-up and completion of program calendars and tasks, communicating program information with members, volunteer program coordinators, teachers and students, and gathering, entering and reporting on program data and information.

Responsibilities

· Supports MMEA Programs - Ensures completion of tasks on program calendars and revises as required. Records audition registration, clinic registration, All-State program registration and other program information in database.  Reviews program status via queries and reports. Schedules All-State auditions and communicates times and locations to teachers.  Provides event, program or festival details and logistics to volunteer program coordinators or hosts.  Coordinates program activities with other staff.

· Manages Membership Records - Has primary responsibility for managing regular updates of membership records in coordination with national office.  Coordinates directory project each fall for complete list of all Minnesota music educators in schools.

· Supports general functions of MMEA office as needed.

· Communicates program information - Communicates via regular updates to the website, email newsletters, answering program inquiries via phone or email, and other communication with MMEA members, parents and students.

Requirements

· Bachelor’s degree or Associates degree with 4-5 years of experience in the nonprofit sector, preferably in an education or cultural organization.

· Excellent communicator in all forms – via phone, email, and in person.
· Experience managing program information in a database, such as constituent contact information, event registration, and program details  

· Prefer experience in report generation via an event, constituent or membership database system, and/or experience in maintaining basic webpages

· Detail oriented and able to manage multiple tasks and deadlines

· Experience with volunteer organizations a plus

· Knowledge of music a plus

Position Pay and Benefits

· Part-time position, 20 hours per week, from September through May

· $13.50 - $16 per hour, depending on qualifications

· Paid vacation and sick leave

· Employer contributions to 403(b) retirement plan

