Concert Singers of Cary

Concert Logistics Coordinator

[bookmark: _GoBack]The job of the Concert Logistics Coordinator is to coordinate logistical needs for each CSC performance.  The Concert Logistics Coordinator will need to work closely with the Artistic Director to ensure that logistical preparations and room set up are completed for performances and for rehearsals that are not at the Cary Arts Center. The Coordinator must be detail-oriented, clear in communication, and either know or be willing to learn about basic needs and protocols for music ensemble set-up. The main duties include:
· In collaboration with the Artistic Director, coordinate the physical set up for concerts and rehearsals that are not held at the Cary Arts Center, including choir risers, orchestra chairs and stands, conductor podium, and other items. 
· Recruit and coordinate volunteers to help with the physical work of setting up and tearing down, and be able to instruct them during the work.
· Communicate with the staff or host of a concert venue (either directly or through the Artistic Director or Executive Director) and then be able to address matters regarding lighting, thermostats, building access, parking, room usage, sound systems and microphones, and other similar details about the venue.

The Concert Logistics Coordinator will need to be available before and after each event for which they are serving, sometimes an hour or more. 

The Concert Logistics Coordinator is NOT responsible for: ticket sales or box office needs, coordinating ushers, audience management, distributing payments to hired musicians.





