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Program Insert Coordinator

Program inserts are an important part of our presentation to the public. At concerts, along with our season program booklet (which is professionally done and expensive to produce), we often also hand out a program insert. The insert usually includes a donor list, and often includes information relevant to the concert, such as a program order, translations of texts, or additional program notes. Since the program booklets are printed at the beginning of each season, the inserts serve an important function of presenting up-to-date information for each concert, especially for concerts that happen in the second half of the season, long after the booklets have been printed. They must look polished and professional, complementing the season program booklets. At the same time, they are generally printed in black and white, and done in a simple manner, in order to keep costs down. Typically, the program insert can be designed during the weeks leading up to a concert, but is not printed until 3-4 days before the concert in order to be able to make last minute changes. The Program Insert Coordinator must be detail-oriented and have an eye for print layout. Basic experience in graphic design or copy editing is a plus.

The tasks of the Program Insert Coordinator will include:
· Designing a template for the insert.
· Coordinating with the Artistic Director to determine what information needs to go into each insert, then gathering that information, as well as gathering the donor list from the appropriate board member.
· Designing the insert for each concert.
· Having the insert printed and delivering the insert to the Executive Director or whomever is in charge of the ushers.



