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	Position Title: Music Program Assistant
	Supervisor Name: Justin Butler
	Department: AFA Music
	Supervisor Phone Number: 828-726-2457
	Physical Job Location roombuilding: Hudson campus: B100, E305, E301, and J.E. Broyhill Civic Center 
	Approximate Hours Per Week: 10 hours
	Position Requirements: Ability to:
Communicate with supervisor(s) on a weekly basis to determine tasks to be assigned.
Collaborate with supervisor(s) to determine your weekly schedule.
Use of Microsoft Office (Word and Excel).
Be available to work afternoons and possibly evenings or weekends. 
Communicate clearly and concisely, both orally and in writing.
Be able to standing for an hour at a time.
Understand and follow oral and written instructions.
Strong social skills with the ability to interact well with others.
Follow all safety rules and regulations of the college.

Physical Conditions:
Be able to lift 15-lbs.
Standing, walking, or sitting for extended periods of time
	Primary Job Duties: Hudson Campus: 
Organizing and updating the Choral and Band sheet music library catalog.
Organizing equipment in the recital hall (room B100).
Setting up lights and sound for concerts in the recital hall. 
Organizing equipment in the digital piano lab.
Logistics for the Performing Artists Series concerts.
Other duties as defined by the Associate in Fine Arts Music degree program director. 

J.E. Broyhill Civic Center:
Help in the ticket office.
Direct and train ushers. 
Setup/breakdown for concerts and events.


