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	Job Title:
	Administrator
	Location:
	Winona Lake, Indiana

	Level/Salary Range:
	$10/hour
	Position Type:
	10 hours/week

	Will Train Applicant:
	Angela Leopold
	
	

	Resumes Accepted:

	E-mail Resume to:
Patrick Kavanaugh director@christianperformingart.org
and
Chris Kidd Chris@clevengerins.com

	Mail Resume to:
Chris Kidd, Board President
Symphony of the Lakes
1001 College Ave
Winona Lake, IN 46590

	Job Description

	Job Purpose:
The Symphony of the Lakes Administrator is the office manager, program coordinator, music librarian, bookkeeper, payroll officer, website editor, file archiver for audio/video recordings, and assistant to the board of directors.
Skills/Qualifications:
Administrative: Internal/External Communication, Tracking Budget Expenses, Managing Processes, Developing Standards, Promoting Process Improvement, Inventory Control, Supply Management
Computer: Wireless Laptop Use, Networked Printer Use, High Competence with Excel, Word, Quicken, Gmail, Wordpress Web Editing, and Archival of DVDs and CDs onto Hard Drive
Music: Knowledge of Printed Program Formatting, Knowledge of Formal Concert Procedures, Familiar with Orchestra Organizations
Bookkeeping: Data Entry Skills, Accounting, Reporting, Attention to Detail, Confidentiality, Thoroughness
Duties:
To request Administrative Task Lists, email information@symphonyofthelakes.com 
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