Program Assistant, Arts in Education

The Programs Assistant provides administrative support for the Arts in Education department that brings arts services to schools and community sites; provides teaching artists, educators, and site coordinators with professional development opportunities; builds public awareness of the value of arts education, and develops educational and community programs at ArtsWestchester’s headquarters.  S/he maintains databases, schedules, manages mailings, and ensures timely submissions of reports and all paperwork associated with artist residencies and gallery education programming. This position reports to the Arts Education Associate Director and Program Manager and provides support to other program staff.

Program Assistant responsibilities include:

Overall Administrative Support for the Department
· Maintain databases and contact lists, including tracking receipt and disbursement of funds, contracts and reports, etc.
· Assist in marketing department programs and activities
· Prepare and edit documents, reports and grants as needed
· Assist in coordination of and preparation for professional development programs, special education events and meetings
· Assist in maintaining schedules for artist residencies, workshops and other events
· Track participation in programs and events,
· Prepare, distribute and collect program evaluations
· Maintain the Directory of Teaching Artists
· Assist in posting information, program documentation, etc. to the website
· Scheduling, tracking and coordination of our ArtsMobile program which brings arts experiences to populations throughout the County.  
General Daily Responsibilities
· Generate vouchers 
· Data entry
· Telephone calls
· Filing (electronic and paper)
· Coping & Faxing
· Maintaining contact lists
· Mailings
· Telephone calls
· Processing vouchers/ paperwork
Essential skills: excellent organizational skills; verbal, and written communication skills; ability to work independently and as a member of a team; flexible; full competency in Microsoft Office Suite; familiarity of QuickBooks; and general interest in the arts and/or arts education
Start date:  mid-July 2019
Application deadline: On-going 
Education requirements: 4-year degree in Administration, Communications, Art History, Business or  Arts Management, 
Employment type: Full time

Professional level: Entry level

Salary range:  $28,000- $30,000 (Annual, US Dollars) depending on experience
Benefits: 401K plan, health, dental, vision and life insurance, paid holidays and vacation

Job function: Administration, Arts 
Please submit cover letter and resume to Jessica Cioffoletti at jcioffoletti@artswestchester.org.  

