LA JOLLA MUSIC SOCIETY
 
JOB DESCRIPTION — ARTIST SERVICES COORDINATOR
 
Position:                     Artist Services Coordinator
Department:              Artistic / Production/ Education
Reports to:                 Artistic Administrator
Status:                                    Full-time, salaried
Salary:                       $35k, commensurate with experience
 
SUMMARY
The Artist Services Coordinator implements arrangements for artist travel, housing and hospitality leading up to each performance. Other responsibilities include assisting the Artistic Administrator in contract, schedule, departmental database management and assisting the Production Manager in duties related to concert production such as day of preparation and rehearsal arrangements. The Artist Services Coordinator is also responsible for reporting to regulatory agencies; including BMI, ASCAP, and the California Franchise Tax Board.  
 
AREAS OF RESPONSIBILITY
· Coordinates the processing and management of artist contracts, and interprets and fulfills Artists’ contract riders as they pertain to artist comfort. Communicates with artist management to coordinate artist travel, housing and hospitality. 
· Provides artist ground transportation to and from the airport, special events and receptions.
· Coordinates hospitality for all concerts including green room setup, food delivery and breakdown following each performance.
· Manages artist complimentary ticket process for each performance. 
· Assists Artistic Administrator in maintaining current artistic database.  
· Coordinates artist needs and schedule with the Production Manager leading up to each performance. 
· Under the supervision of the Artistic Administrator, prepares artist contracts, policies, schedules, binders and commission agreement paperwork for SummerFest, our annual three-week music festival featuring fifteen concerts as well as many education and special events.  Assists the hiring and supervision of SummerFest seasonal staff. Oversees music library and distribution of necessary scores and parts.  
· Manages venue holds process
· General accounting, including processing of invoices; writing and tracking of check requests.
· Processes artist payments and reporting to Franchise Tax Board, BMI/ASCAP and other regulatory agencies.  Ensure compliance with all regulatory agencies.
· Serves as La Jolla Music Society representative at concerts as assigned.
 
QUALIFICATIONS
· Bachelor's degree required. A degree in music or arts management is preferred.
· Knowledge of classical music and its staging/performance is helpful. 
· Strong written and verbal communication and the ability to interact with artists and management. High level of organization and attention to detail. 
· Licensed to drive in the state of California.  Able to drive 15 passenger van.
· Proficiency in Microsoft Office software, including Word, Excel and Power Point. Working understanding of database structure; experience with Access preferred.
· Ability to work at La Jolla Music Society events is required, including nights and weekends, with a particularly full schedule during July and August for SummerFest.
· Ability to lift up to 30 lbs.
 
Start date is June 24, 2013
La Jolla Music Society is an equal opportunity employer.
