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Education Associate 
Job Description

2018-2019
Reports to Artistic Director and Education Director 
Job Duties

1. Serve as arts-in-education tour manager and be responsible for the overall administration and implementation of arts-in-education touring program as directed by the Education Director.

· Book paying shows in order to meet income goals. 

· Book grant award shows and coordinate with the sponsors of the tours. 

· Maintain booking chart and notebook.

· Maintain tour calendar. 

· Send contracts and materials to sponsors and bookers

· Develop itineraries for each performance. 

· Travel with Tour Company to ½ or more of the tour visits. 

· Invoice for all paying shows. 

· Make sure van and technical elements for tour are prepared

· Develop sample grant applications for arts-in-education tour presenters.

· Serve as assistant director for tour shows. 

· Coordinate follow up calls and reporting including the collection of evaluations, documentation, artwork and anecdotal information

2. Serve as public class coordinator 

· Responsible for collecting payment and registering students for classes

· Plan classes in coordination with Education Director 

· Generate promotional material for classes other than YAT 

· Register participants for day camps. 

· Train apprentices for children’s classes. 

· Teach public classes as needed.

3. Maintain education calendar. 

4. Assist with maintaining education Facebook page 

5. Serve as mainstage education liaison 

· Serve as dramaturg for mainstage productions and develop study guides for mainstage programs  as needed

· Assist the Artistic Director with auditioning and casting work; assist Artistic Director with submissions emails 

6. Assist the Artistic Director with EWNPS activities

7. Assist as Communications Liaison for Unframed (may be other Unframed duties) 

8. Maintain Unframed Facebook page 

9. Assist in the planning of Residency programs 

10. Conduct resident sessions at schools TBD 
11. Collect payment and invoice for residency activities 

12. Performance duties TBD 

May be asked to assist the Artistic Director or Production Manager in other capacities.  There is an expectation that this salary staff position requires hours on the weekends and after 5:00 p.m. 
