
 

 
 

Director of Artistic Operations 
Job Description 

 
Job Title: Director of Artistic Operations  
Reports To: Executive Director, works closely with Artistic Director and Conductor(s) 
Supervises: Artistic Production, Librarian 
Key Relationships: Executive Director, Artistic Director, Librarian, Players Committee, Academy & 
Community Outreach Associate Director 
 
The Director of Artistic Operations is a senior member of the ASO Team and a key figure for the 
successful execution of the ASO’s 5-Year Plan (2022-2026). The Director of Artistic Operations is 
responsible for carrying out all provisions of the CBA, including the scheduling and production of all 
orchestra events (concerts, rehearsals, run-outs, tours, recordings, contract services, guest artists, side-
by-side performances, etc.). The Director of Artistic Operations functions as the personnel manager and 
the liaison between the musicians and the rest of the Annapolis Symphony Orchestra.  

Compensation: $60,000 to $70,000 annual salary commensurate with qualifications and experience. 
The Annapolis Symphony offers a competitive benefits package to its employees, including health, 
dental, vision, and life insurance; sick days and paid annual vacation.  
 
Location: Annapolis, Maryland. 

_ _ _ 
 
A strategic thinker who feels comfortable questioning the status quo, the Director of Artistic Operations 
is a clear communicator, practical thinker, and active listener, and possesses a high level of critical 
thinking, flexibility, and accountability. The Director of Artistic Operations initiates conversations about 
the future, including the ways in which the ASO can bring socially, economically, and culturally diverse 
communities together. 
 
RESPONSIBILITIES: 
 
Planning, Execution and Anticipation 

 Develops and executes annual concert production budgets, operations and logistics plans. 
 Develops long-term operational planning including repair and replacement of assets. 
 Develops, maintains and distributes performance schedules for all performances, including main 

programs, community concerts, workshops, education and touring.  
 Actively pursues strategic partnerships and alliances with other mission-compatible organizations 

that leverage future expansion of programs, diversity of audiences, and inclusivity of community. 



 Communicates effectively and regularly with others to ensure timely response to concert 
production scheduling deadlines and technical needs. 

 Coordinates artist involvement in marketing, promotional and digital initiatives. 
 Administers and secures music rights approvals for all productions, broadcasts and all applicable 

media. 
 Constantly vigilant, honing his ability to anticipate by scanning the environment for signals of 

change. 
 Talks regularly to ASO clients, suppliers, and other partners to understand their challenges.  
 Looks at other industries and examines actions taken. 
 Monitors and evaluates operational processes and develop new and revised methods and 

procedures as appropriate. 
 Uses scenario planning to imagine various futures and prepare for the unexpected. 

Concert Productions, Operations & Logistics 
 
 Oversees and manages all concerts/performances operations backstage; works closely with Box 

Office & Marketing team members to coordinate front of house, concessions, hospitality, security, 
venue(s) engineering and parking. 

 Establishes and maintains effective working relationships with Maryland Hall, Strathmore and 
other venues as needed.  

 Establishes and maintains effective working relationships with other resident companies. 
 Verifies that all ASO performances are managed in compliance with the CBA, codes, ordinances, 

regulations, laws, and other requirements. 
 Plans and administers all concert production activities of the orchestra, including facility and 

equipment rental, staging requirements, venue parking, and other logistical arrangements. 
 Prepares the orchestra’s production schedule by working with the Music Director and Executive 

Director to achieve artistic goals while maximizing services for financial benefit and upholding the 
requirements of the CBA. 

 Supervises orchestra setup for rehearsals and concerts and coordinate with appropriate staff 
regarding special setup requirements. 

 Secures guest artist hospitality and transportation as required. 
 Assists as required to execute on-site artist logistics during rehearsals and concerts. 
 Coordinates production requirements, timings, and special needs for broadcasts and/or live-

streaming. 
 
Personnel Management & Guest Artists 
 
 Communicates effectively and regularly with the players committee, musicians and guest artists 

to ensure timely response to concert production scheduling deadlines, safety and technical needs. 
 Verifies that all ASO performances are managed in compliance with the CBA, and if needed, takes 

a proactive approach to work out situations not included in the CBA. 
 Prepares and maintains musicians’ contracts, payroll and other records; as well as scheduling of 

musicians, hiring of substitute and extra musicians, and coordination of auditions.  



 Secures and coordinates all guest artist arrangements including contracts, hotel, travel, catering 
and hospitality, and fully execute terms of artist rider in this regard as assigned. 

 Reviews and executes artist contracts and tech riders for cost containment and feasibility and 
make recommendations for negotiation of same; ensure compliance with mutually agreed upon 
contracts for guest artists/conductors. 

 Obtains rehearsal orders from Music Director and distributes to appropriate parties on a timely 
and efficient manner. 

 Coordinates the payment of all fees related to guest artists, orchestra soloists and other non-
payroll performers related to performances. 

 Coordinates auditions among all parties involved in a timely and efficient manner. 
 Manages tours, works closely with services providers.  

 
 
MUST HAVE QUALIFICATIONS 
 
College degree and/or advanced degree in music and/or arts management are required. Minimum of 
five years of experience in concert production is required; experience with symphony orchestra 
collective bargaining agreements is strongly preferred. 

A passion for music and high respect for musicians. 
 
Professional Accountability and Interpersonal Skills – Capacity to accept responsibility for actions 
and results, reevaluate, and develop long-term relationships with people across the organization and 
throughout the community. 

Flexibility and Teamwork – Dexterity to adapt quickly when dealing with unpredictable situations 
while cooperating and respecting team and community members to build consensus and forward 
momentum. 
 
High level of personal and professional integrity and trustworthiness.  

Confidence and integrity to make difficult decisions. Excels at taking decisive actions. 
 
Ability and willingness to assume a leadership role within the complex structure of relationships within 
the organization. 
 
Demonstrate trust towards team members, providing guidance in an approachable and supportive 
manner yet unafraid to make difficult decisions. 
 
Ability to meet deadlines, often under pressure.  

Must be able to work evenings and weekends when necessary.  

Ability to push through ambiguity, recognizing patterns in the process and seeking new insights. 
 



The Annapolis Symphony Orchestra is an equal opportunity employer. All eligible candidates will be 
considered without regard to race, creed, color, religious belief, sex, age, national origin, disability, or any 
other classification protected by applicable law. 

Knowledgeable about current and emerging concert production, broadcasting and recording 
technology, trends, and tools. 
 
Ability to act with maturity and discretion in sensitive issues. 

Exceptional people skills, including the capacity to work collaboratively with other ASO team members, 
customers, and other stakeholders. 

Ability to build, implement, and propose innovative policies and procedures that elevate service and 
support to all internal and external stakeholders. 

Ability to develop professional, meaningful and effective relationships with artists’ managers, solo 
artists and artistic groups in the community at large.  

 
Additional Qualifications Desired or Helpful:  
 Knowledge of symphonic, pops, opera and classical music repertoire 
 Knowledge and understanding of classical music instruments 
 Active network of professional musicians in the region, and at a national and international level 
 Active network of artists managers 
 Experience with QuickBooks 
 Experience with Patron Manager / Salesforce, or other CRM databases  
 Experience with project management and project management software 

 

WORK SCHEDULE: This is a salaried, full time position managing operations that are open beyond normal 
office hours.  Ensuring all shifts are covered and have appropriate levels of managerial oversight might 
require evening or weekend hours for more complicated events or busier times of year. Attendance is 
sometimes required at corporation meetings and significant public events of the orchestra. 

CLASSIFICATION:  Regular, Full-Time, Salaried (Exempt). 

 

 

May 2022 

- - - 

 

To apply: Please visit annapolissymphony.org/about-us/jobs-auditions/ 


