
GREATER TWIN CITIES YOUTH SYMPHONIES JOB DESCRIPTION 
 
Job Title: Program Assistant  
Classification: Full-time, non-exempt 
Schedule: Regular business hours 9:00am – 5:00pm, plus occasional evenings/weekends 
Reports to: Program Manager 
Benefits: Yes 
Salary:  Commensurate with experience 
Start date: Early or mid- May 2017 
 
ABOUT GTCYS 
The Greater Twin Cities Youth Symphonies (GTCYS) broadens access to orchestral music and serves 
more than 15,000 children and adults annually through core educational programs, free outreach 
activities and workshops, concerts, and special performances. GTCYS has been providing a rigorous and 
inspiring orchestral experience for young musicians since 1972. Led by Artistic Director Mark Russell 
Smith, outstanding conductors, and coaches from the Saint Paul Chamber Orchestra (SPCO) and 
Minnesota Orchestra, GTCYS serves nearly 1,000 students ages 8-18 through eight academic-year 
orchestras and two summer programs. In 2016, GTCYS launched a new program, Harmony, which 
provides violin instruction to elementary students on the West Side of St. Paul. Dedicated to increasing 
access to music education with the help of generous donors, GTCYS awards more than $50,000 in need-
based scholarships to students annually. GTCYS presents 25 annual concerts to 12,000 audience 
members with performances at Orchestra Hall, The Ordway, and Ted Mann Concert Hall, and free 
community concerts at homeless shelters, schools, and care centers across the Twin Cities. Through a 
unique partnership since 2011, GTCYS and The Saint Paul Chamber Orchestra work together to 
strengthen our community, build future audiences, provide educational opportunities for students, and 
promote the value of classical music. For more information, visit www.gtcys.org. 
 
POSITION SUMMARY 
This position supports various aspects of GTCYS’ program details, including student data, payments, and 
registration processes, providing high-level customer service to GTCYS constituents. This position works 
to ensure smooth systems and dissemination of information, is the point person for GTCYS’ website and 
technology, and also provides general administrative support. This role is perfect for the tech-savvy, 
detail-oriented individual who loves data, is skilled at juggling multiple tasks, and will enjoy independent 
work and communicating with GTCYS families. 
 
RESPONSIBILITIES 
Program Support 

 Coordinate registration and payment processes for year-round orchestra programs, auditions, 
and special activities 

 Manage audition scheduling process and related communications  

 Help create and disseminate program materials such as student placements, concert programs, 
handbooks, student directories, yearbooks, orchestra emails, and teacher directories in 
collaboration with Program Manager 

 Communicate and cultivate positive relationships with students and parents by providing 
personable and timely customer service to resolve questions 

 Serve as primary website coordinator, managing program content, calendar, and general 
updates  

 Oversee student attendance details in conjunction with Rehearsal Assistants 

 Set-up and manage onsite ticketing for select concerts 

http://www.gtcys.org/


 Assist at concerts, auditions, and events as needed 
 
Data Coordination 

 Process and track program-related payments and scholarship awards 

 Process and track student data to ensure accurate student records, orchestra rosters, and 
enrollment reports 

 Provide ongoing and accurate maintenance of database records for all constituents (students, 
parents, music educators, alumni, etc.) 

 Track program-related data for statistical analysis 

 Help maintain email lists 

 Oversee and recommend efficient systems to improve operations 
 
Volunteer Management 

 Recruit, coordinate, train and oversee orchestra Parent Captains and volunteers for 
administrative tasks and special events  

 
Administrative Assistance 

 Serve as technology point person, working closely with staff and IT to maintain and improve 
GTCYS’ systems  

 Manage office supplies orders and merchandise inventory  

 Make bank deposits; process and track credit card payments through PayPal 

 Help monitor budget projections for tuition and program-related fees  

 Provide general administrative support to staff 
 
Other 

 Serve as a positive and supportive member of GTCYS’ team  and be a proactive ambassador  

 Attend select rehearsals, concerts, and special events  

 Understand and adhere to GTCYS’ Policies and Procedures 

 Other duties as assigned 
 
REQUIRED QUALIFICATIONS 

 Bachelor’s degree preferred, or Associate’s degree  with 2+ years of relevant experience  

 Minimum of one year of office/administrative experience 

 High level of accuracy, organization, responsiveness, discretion, and flexibility  

 Excellent interpersonal, written, and verbal skills 

 Openness and aptitude for using technology to create and improve systems 

 Self-motivated with strong critical thinking skills and ability to prioritize multiple projects 

 Computer skills required: PC-based Microsoft Office applications (Outlook, Excel, Word, 
Publisher), Google platforms (forms, calendar, etc.), WordPress, and databases  

 Physical capacity to lift at least 40 lbs.  

 Availability to attend occasional evening and weekend activities 

 Access to reliable transportation  

 Love of music and passion for GTCYS’ mission 
 
WORKING CONDITIONS 
This position requires the ability to sit at a computer and use a keyboard 90% of the time. The work 
schedule will include some evenings and weekends. 



GTCYS is dedicated to building a culturally diverse and equitable environment. We strongly 
encourage applications from people of color and from populations underrepresented in the arts 
administration field. 
 
TO APPLY 
Email a cover letter, resume, and names of three references (with prior permission to contact each) to 
GTCYS Executive Director Megen Balda at megen@gtcys.org by Monday, April 17.  
 
 

 
April 2017 

mailto:megen@gtcys.org

