
Fairfax Choral Society 
Position Description 

 
DIRECTOR OF OPERATIONS 

 
Reports to: Executive Director 
 
Supervises: Chorus Manager, Interns, Volunteers 
 
This is a W-2 salaried, full time position with a salary of $27,000-$29,000 with a benefits stipend. 
 
General Description 
To assist the Executive Director in managing the office for the Fairfax Choral Society (FCS), including the administrative and production 
support for the programs of FCS with input from the Artistic Director and within the framework approved by the Board.  
 
Duties and Responsibilities include but are not limited to: 
 
Chorus Support 
1. Works with Directors to schedule rehearsals and auditions for the adult and youth choruses. 
2. Attends Adult & Youth Chorus rehearsals and auditions on a semi-regular basis, at the direction and discretion of the ED. 
3. Prepares and distributes rehearsal materials and information to choristers as needed. 
4. Runs the Youth Chorus Volunteer program including communication with volunteers. 
 
Concert Support 
1. Oversees the preparation and distribution of the programs. 
2. Arranges for box office ticket sales and sale of merchandise (when applicable). 
3. Assists in the preparation of orders and distribution of choral and orchestral music for the concert season. 
4. Assists in the logistics, scheduling, and other concert performance tasks as directed by the ED. 
5. Attends all dress rehearsals and performances, unless excused by the ED. 
6. Serves as House Manager at all concerts and attends to production details. 
 
Marketing 
1. Leads and is responsible for carrying out the full marketing plan for the season. 
2. Works with the volunteers to ensure press releases and calendar listings are completed and distributed to local media outlets. 
3. Ensures that the website and social media are regularly updated and engaging. 
4. Continuously explores new marketing avenues for FCS. 
5. Assists the ED in the continuous branding of the organization. 
 
Office duties 
1. In coordinating with the ED, manages the general daily office activities. 
2. Answers the telephone and responds to email messages 
3. Opens incoming mail and refers correspondence to appropriate people. 
4. Maintains office supply inventory. 
5. Keeps current all databases. 
6. Assists in the preparation of the FCS newsletter and season brochure. 
 
Miscellaneous 
1. Actively pursues additional outreach activities for the adult and youth choruses. 
2. Assists with all fundraising efforts, at the direction of the ED. 
 
Qualifications 
 Bachelor’s degree, with at least 2 years of administrative, marketing, and/or customer service experience preferred. 
 Excellent interpersonal, organizational, communication, writing, and problem-solving skills required.  
 Ability to work with accuracy, attention to detail, and as part of a team. 
 Proficient in Microsoft Office programs required, Adobe Creative Suite experience preferred. 
 Experience working with social media and websites required, some HTML knowledge and/or web design experience encouraged. 
 Interest in arts and music a must; background in arts and/or music preferred. 
 
How to Apply: 
Interested candidates should send a cover letter, resume, as well as 1-3 writing and/or marketing samples to jobs@fairfaxchoralsociety.org no 
later than June 27th, however applications will be considered as they are received. 

 


