Lost Province Center for Cultural Arts
Clay Studio Coordinator 
Job Description
Position Overview
The Clay Studio Coordinator plays a vital role in fostering creativity, accessibility, and community engagement at our nonprofit arts center (www.lostprovincearts.org). This individual will oversee the day-to-day operations of our community clay studio, supporting a diverse range of artists, students, and community members. The Coordinator is responsible for managing the studio space, maintaining equipment, and assisting the Board and staff with program planning, which includes developing the class and workshop schedule. Above all, the Coordinator will ensure a welcoming and inclusive environment for all users.
Key Responsibilities
Studio Management and Maintenance 
· Oversee the daily operations of the clay studio, ensuring a safe and welcoming environment for all users. 
· Maintain studio equipment, including kilns, wheels, hand tools, and the glaze room, including scheduling and performing regular maintenance and repairs as needed. 
· Order and manage the inventory of clay, glazes, and other materials, adhering to budget constraints. 
· Monitor and enforce studio policies, safety protocols, and cleanliness standards to ensure a positive experience for all. 
· Develop and update studio policies in collaboration with nonprofit leadership.

Program Development and Facilitation
· Plan, schedule, and facilitate a robust slate of classes, open studio sessions, and workshops for all skill levels, from beginners to advanced artists.
· Work with local artists, instructors, and volunteers to recruit, schedule, and support teaching staff.
· Collaborate with nonprofit leadership to develop partnerships with schools, shelters, and other community organizations to expand access to clay programming.
· Collaborate with nonprofit leadership to organize special events, exhibitions, and community outreach activities related to ceramics.
· Stay current on trends and best practices in ceramics education and community arts engagement.
Community Engagement and Customer Service
· Serve as a primary point of contact for studio users, instructors, and visitors, providing information and support with warmth and professionalism.
· Promote participation from people of all backgrounds, ages, and abilities, fostering an environment where everyone feels welcome.
· Gather and respond to feedback from participants, adjusting programming and policies as needed to meet the evolving needs of the community.
· Represent the clay studio at community events, nonprofit meetings, and in communications with partners and stakeholders.
Administrative and Financial Duties
· Track program participation, evaluate outcomes, and prepare reports as requested by nonprofit leadership or funders.
· In coordination with the LPA Executive Director, manage studio registrations, payments, and communications via online and in-person systems.
· Assist with grant applications, fundraising activities, and donor stewardship related to clay programming.
· Maintain accurate records of expenditures, supply orders, and class enrollments.
Team Leadership and Volunteer Coordination
· Supervise and support part-time staff, teaching artists, and volunteers working within the clay studio.
· Provide training on and keep records of studio procedures, equipment use, and safety protocols.
· Foster a collaborative and supportive team culture, encouraging professional growth and creativity among staff and volunteers.
· Chair the clay studio committee meetings.
Qualifications
· Bachelor’s degree in Fine Arts, Ceramics, Arts Education, or related field (or equivalent experience).
· Minimum two years’ experience with ceramics, including studio management or teaching experience.
· Proficiency with studio equipment, kiln firing, glaze mixing, and clay preparation.
· Excellent organizational and time-management skills; ability to balance multiple priorities.
· Strong interpersonal skills and a passion for community-building through the arts.
· Experience working with a range of populations and a demonstrated commitment to everyone.
· Ability to work evenings and weekends as needed.
· CPR/First Aid certification (or willingness to obtain).
· Background check required.
Physical Requirements
· Ability to lift up to 50 lbs (clay bags, equipment, etc.).
· Comfortable working in a studio environment (standing, bending, repetitive motions).
· Ability to work with exposure to ceramics materials (clay, glazes, dust).
Compensation and Benefits
· Opportunity to teach LPA clay classes.
· Competitive hourly wage or salary, commensurate with experience.
· Access to studio space and resources for personal work.
· Supportive community of artists and arts advocates.
· Near ski, bicycling, kayaking, canoeing and other outdoor activities in the beautiful Blue Ridge mountains.
· Small, friendly and developing arts community
· Near the mid-sized college town of Boone
· The LPA clay studio is a four-room suite with 2 electric kilns, 8 potters wheels, 1 slab roller, 6 wedging stations, 3 sinks, fully stocked glaze room, large windows and potential for a wood fired kiln (bricks promised). 
How to Apply
Interested candidates should submit a resume, cover letter detailing relevant experience and interest in community arts, and three references to lostprovincearts@gmail.com by December 19, 2025. Applications will be reviewed on a rolling basis until the position is filled.
We encourage candidates from all backgrounds to apply. LPA is committed to creating a welcoming environment for staff, artists and community members. 

