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Minot Symphony Association
Americorps Job Description




Position Overview:
Position Name: Director Assistant 
Living Allowance: $3,000
AmeriCorps Member Education Award: $1,459.26
Position Type/Hours: Minimum-Time Position (300 Hours) Total Award: $4,459.26
Service Location: Minot Symphony Association, Minot, ND

DESCRIPTION OF ANTICIPATED SERVICE SCHEDULE:
· Flexibility of hours: Determined by Director Assistant or the Director 
· Some hours will be based on special events.
· Hours taken for sick, vacation, and holiday leave cannot be counted toward the time needed to successfully complete the term of service.

SPECIFIC MEMBER SERVICE ACTIVITIES:
Member will serve part-time (300 hours minimum) 11/1/2023 - 10/31/2024. Position will assist the Executive Director with program duties include marketing, planning, and scheduling. Member will assist in concert day activities including box office, ushering, and customer service. Member will also assist in coordinating and implementing other Minot Symphony Orchestra events. Hours are flexible and will vary per week.

QUALIFICATIONS:
✔ At minimum members must be high school graduates or have their high school equivalency diploma.
✔ Be at least 18 years of age at the commencement of service.
✔ Be a citizen, national, or lawful permanent resident alien of the United States.
✔ Satisfy a criminal history background check.

PREFERENCES: Coursework or experience in office management, marketing, and/or nonprofit or arts related skills. Computer proficiency in Microsoft and Google platforms.

BENEFITS AND EVALUATION REQUIREMENTS:
✔ Living Allowance
✔ Education Award received upon successful completion of their term of service.
✔ Student loan forbearance and interest payments, if the member qualifies
✔ Member Performance Evaluation(s)
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