
 

 

 

 

JOB POSTING 

 

 
 

ASSISTANT DIRECTOR 

SUMMARY   
This full-time position, reporting to the Executive Director, works closely with team members to 
determine the long range organizational direction of WCMS, including the advancement of 
positive external relations, a healthy staff and faculty culture, and the mission and goals of the 
school.  The Assistant Director sets and guides the strategy for all communications, website, and 
public relations messages and collateral to consistently promote WCMS’s mission. The Assistant 
Director will work closely with the Board of Trustees and the Executive Director, as a partner on 
a variety of strategic initiatives of WCMS.  The Assistant Director manages one full-time and 
one part-time employee, and a large community of volunteers. 
 
KEY ILLUSTRATIVE DUTIES AND RESPONSIBILITIES 
(The following are representative examples of the principal tasks to be accomplished but are not 
considered to be all-inclusive.)   
 
OVERALL ADMINISTRATION 

• In conjunction with the Executive Director and the Programmatic Council of Faculty 
Department Chairs, advance the programmatic goals of WCMS.  This includes managing 
programmatic evaluation, ensuring the programmatic needs of the school are well 
coordinated and supported, and hiring of faculty as appropriate. 

• Assist in the development of business processes and customer service initiatives to 
support the level of operation of the school. 

• Help develop and operate efficiently within the approved budgets. Conduct monthly 
reviews, identify variances, and recommend necessary and appropriate revisions. 

• Assist the Executive Director, Business Manager, and Production Assistant with facility 
oversight.  Provides support to oversee the maintenance of the facility, equipment, and 
grounds.  Supports technology and telecommunication needs. 
 

 



 

 

• Assist the Executive Director with external relations support.  Includes representing the 
school at internal and external public events. Serves as the staff liaison to the External 
Relations Committee of the Board of Trustees. 

• Support the Board of Trustees and staff with the execution of development and 
fundraising initiatives, including attendance at cultivation and fundraising events. 

• Propose long- and short-term goals and objectives relative to the strategic priorities of 
WCMS to the Executive Director.  

• Recruit, train, appraise, supervise, support, develop, and guide qualified staff and 
volunteers. Directly supervise the full-time Registrar and a part-time Marketing and 
Communications Assistant. 

• Support human resource needs to help maintain an organizational culture that attracts, 
retains, and motivates faculty and staff as well as volunteers. 

 
COMMUNICATIONS 

• Create a communications strategy that will cultivate and enhance meaningful 
relationships with the marketplace, the general public, and targeted internal and external 
audiences, including media and key influencers.  

• Ensure that WCMS’s desired image and position is articulated to all constituencies, 
internally and externally. 

• Ensure that faculty are supported with programmatic communications that are in keeping 
with the school’s branding and image.   

• Identify challenges and emerging communications opportunities and recommend 
appropriate plans to support them. 

• Oversee all project based outsourced marketing activities. 
• Manage the development, distribution, and maintenance of all print and electronic 

collateral, including, but not limited to, newsletters, brochures, reports, promotional, and 
fundraising support material. 

• Serve as the liaison for media interactions that promote and/or impact WCMS. Cultivate 
press relationships to ensure coverage of programs, special events, public 
announcements, and other projects.  

• Oversee the management of the website; maintain social media presence; create and 
coordinate appropriate e-blasts to the community at large.  

• Be accessible, visible, and responsive to community government, action, and service 
groups. 

 
QUALIFICATIONS 
Strong business, strategic, analytical, organizational, and interpersonal skills. Experience with 
developing and managing budgets and supervising staff. Must be an exceptional written and 
verbal communicator. Demonstrated skills, knowledge, and experience in the design and 
execution of marketing and communications activities. Attention to detail and ability to prioritize 
and execute multiple projects under demanding deadlines are essential. Must be able to work 



 

 

collaboratively with all constituent groups, including faculty and staff, board members, 
volunteers, donors, students, parents, and other supporters. Successful person will be a self-
starter, able to work independently, and will enjoy creating and implementing new initiatives. 
Musical background is strongly preferred.  Requires a college degree and minimum five years 
directly applicable experience. 

COMPENSATION AND BENEFITS 

WCMS offers a competitive salary commensurate with experience. Benefits include access to:  
three weeks’ vacation, partially subsidized health insurance through Neighborhood Health Plan, 
a 403b tax-deferred annuity retirement savings plan through TIAA, long-term disability 
insurance, and 25% tuition discount for employee and immediate family members. 

TO APPLY 

For immediate consideration, submit letter of interest, resume, and references to the attention of 
Laurie Russell, Executive Director, at info@winchestermusic.org. No phone calls, please.  

Only those selected for interviews will be contacted. WCMS is an equal opportunity employer 
and encourages candidates of all backgrounds to apply for this position. 

 


