Job Description- Music Ministry Associate – Kari Pyron  


08/24/04


Job Description and Procedures Summary for Music Associate 

 I. Personal Assistant to the Minister of Music / Pianist / Director of Music Institute

The Music Ministry Associate is responsible directly to the Minister of Music.

II. Work  Schedule 

Monday 
8:00 a.m. to 4:30 p.m 

Tuesday
8:00 a.m. to 3:30 p.m *

Wednesday
8:00 a.m  to 9:30 p.m 

Thursday 
8:00 a.m. to 4:00 p.m *

Fridav 

Music office closed -  12:00 – 3:00 Planning Time

Sunday           8:00 a.m. to 12:00 p.m.      4:30 p.m. – 6:30 p.m.

* These hours will change to normal business hours after May 2005.

III. Example of Weekly Responsibilities: 

A. Monday: 

1. Prepare Worship Music PowerPoint slides. 

2. Call Sunday's soloists 2 weeks in advance with reminders.. 

3. Copy Flow Chart for Worship Band, Accompanists and Technical support 

4. Prepare Choir Worship Orders in Microsoft Publisher, copy, fold, and punch. 

B. Tuesday: 

1. Prepare choir folders with Service Orders and Sunday's anthem. 

2. Prepare orchestrations for Sunday's Services and prepare Worship Band Folders 

3. Attend Staff Meeting  

C. Wednesday: 

1. Attendance sheet for Worship Choir rehearsal. 

2. Rehearsal sheet for Worship Choir and Band. 

3. Make sure the Minister of Music has a copy of conductor scores for any music in the rehearsal packets.. 

4. Make sure rehearsal packets are in order with music, pencil, and rehearsal sheet.

5. Attend Worship Choir rehearsal.  Be available during rehearsal for miscellaneous tasks. 

6. Have visitors fill out information sheets and give them to the Minister of Music at the end of rehearsal for recognition.

7. Accompany Worship Choir Rehearsal and Rhythm section rehearsal.

D. Thursday: 

1. Prepare rehearsal page in pdf format to e-mail out to choir and worship band absentees. 

2. Send to the Minister of Music for a personal note to be written on each e-mail.

3.  Record choir and worship band attendance in Excel spreadsheet and send to Minister of Music.

4. Keep copies of service order flow charts, service order booklets & bulletins.

5. File attendance sheet and Rehearsal Notes 

6. Maintain Music Library and other filing. 

E. Friday: 


Planning Time


F. Saturday 



OFF


G. Sunday


Administrate and Accompany the following schedule:



Sunday AM rehearsal Schedule:

· 8:00 – Provide Coffee and Pastries for Worship Choir and Band

· 8:30  – Worship/ Band rehearsal begins

· 9:00 – Worship Choir joins Worship Band rehearsal.

· 9:30  – First Worship.

· 10:45 – Second Worship warm-up

· 11:00 – Second Worship

· 4:30 -   Glimpse (youth choir) rehearsal

Be available to take care of any issues that arise on Sunday morning.

IV. General Responsibilities 

A. Financial 

1. Purchase Orders. 

2. Check Requests. 

3. Keeping records of all expenses in Financial software program

B. Scheduling 

1. Soloists

2. Calendar Request Forms 

4. Meetings 

C. Publicity. 

D. Order all Music and Music Supplies. 

E. Order and copy all orchestra music. 

F. Fill out Calendar Requests as necessary 

G. Prepare and send mail outs for all choirs and orchestra. 

H. Wardrobe Orders. 

I.   Prepare programs for special events. 

J.  Childcare request forms. 

K. Prepare Rehearsal CD’s. 

L.  Ministry to Members - send cards, flowers, etc.. 

M. Send New Member Letters. 

N. Secure food service and accommodations for Retreats and other events. 

O.  Arrange accommodations for out-of-town guests of the music ministry.

P.  Assist volunteer and other paid music staff as needed. 

Q.   Help in main office if needed 

R.  Other duties as assigned  

V. Special Programs 

A. Participate in selection of soloists. 

B. Involvement in planning and production. 

C. Participate in Music Ministry events. 

Compensation includes base salary plus health insurance and 10% annuity.

2 weeks paid vacation and other leave as specified by the personnel manual.

Annuity and vacation are to be effective on start date of September 7th, 2004.

Prepared by David Scherler Minister of Music updated 8/24/2004

