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RICHARD EATON SINGERS

POSITION DESCRIPTION

General Manager (Part Time)

About Richard Eaton Singers 

Founded in 1951 by the late Richard S. Eaton, Edmonton’s symphonic choir, Richard Eaton Singers (RES) has played a leading role in the cultural community of Edmonton and area for the past 60 years.  RES has premiered many choral masterpieces in Edmonton and Western Canada and has commissioned and produced world premieres by Edmontonian and Canadian composers.  RES is privileged to have been associated with the Edmonton Symphony Orchestra for six decades, producing many memorable choral events in the city, including the opening of the Winspear Centre.  The chorus has toured extensively across Canada, to the Netherlands and Britain and is planning a tour to Germany in 2013.
Dr. Leonard Ratzlaff, the Artistic Director of RES for over 30 years, is Professor of Choral Music at the University of Alberta, a Fellow of the Royal Society of Canada and a member of both the Alberta Order of Excellence and the Order of Canada.

RES operates as a not-for-profit Society with the following  mission:

We are a community based symphonic chorus dedicated to the enjoyment, study and performance of great choral music to an international standard of excellence and to fostering the appreciation and future of the music.

RES’s 130 to 150 members are more than singers.  Each year they donate thousands of hours of volunteer service to the organization.  With excellent artistic direction, strong leadership, devoted singers and volunteers and a stable financial position, RES has a bright future.
About the Position
As the chief administrative officer of Richard Eaton Singers, the General Manager (GM) is responsible for ensuring that RES operations are carried out in accordance with the RES objectives, policies, by-laws and the directives of the Board, to enable the Chorus to achieve its artistic, strategic, financial and administrative goals.  The General Manager often works closely with the Artistic Director and a positive, respectful and collaborative relationship must exist between them in order to successfully fulfil the mandate of the Richard Eaton Singers.  Similarly, the GM will work with a group of devoted and highly-motivated volunteers.  The ability to manage and cultivate these volunteer relationships is important.
The GM will be responsible for concert management, marketing, fund development, coordinating public and media relations, maintaining good relations with other arts organizations, managing volunteers, some aspects of finance and for managing the annual Board-approved budget.  Many tasks typically required of a GM may, from time-to-time, be performed by volunteers and therefore, there may be some variation in the particular duties performed by the GM from year to year.
This is a permanent part-time salaried position. Working hours will vary, depending on performance and meeting schedules, but will average 20 hours per week.  Hours are often concentrated in the days before performances and lighter during the summer months.  Some evening and weekend hours will be necessary. 

Remuneration will be commensurate with qualifications and experience.

Skills, Knowledge and Attitude:

· Ability to work independently

· Demonstrated effectiveness in working with volunteers and non-profit Boards
· Strong planning and time management skills

· Experience in project management related to concerts and performances

· Strong written and verbal communication skills

· Good interpersonal skills

· Experience and demonstrated successes in preparing and writing grant applications and funding requests
· Experience in financial management would be an asset
· Familiarity with the choral music community would be an asset
Specific Responsibilities:

Concert Management:

· In consultation with the Artistic Director, prepare and distribute rehearsal schedules; negotiate contracts for orchestra, soloists, guest artists, other performers and support personnel.

· Secure contracts for RES rehearsal venues.

· Secure contracts for RES performance venues and arrange for ticketing and staffing as required.

· Liaise with the performance venue box office in regard to ticket sales and receipt of revenues.

· Assist the Music Librarian in sourcing and obtaining musical scores when necessary.

· Attend all concerts and all rehearsals at concert venues.

Volunteer Management and Liaison with RES membership:

The GM is responsible for all aspects of volunteer management, including but not limited to:

· Identify opportunities for volunteers to serve.
· Recruit and, subject to Board approval, select suitable volunteers from the chorus.
· Provide for the training, supervision, and support of volunteers to aid them in their tasks.
· Distribute to RES membership updates of ongoing activities and cultural events.
Marketing and Fund Development:
· Oversee the development of an annual marketing plan for approval by the Board.

· Help set long-term goals through membership on the Strategic Planning and Programming Committees.

· Help set annual fund raising goals and targets through membership on the Fund Raising Committee

· Oversee the timely design, production and distribution of all concert handbills, promotional materials and media releases.  These materials will be designed in consultation with the Artistic Director and graphic designer and will reflect RES’s desired image and standards.  Where necessary, obtain biographies and photos of soloists and other RES guests for publicity purposes.
· Be proactive in promoting RES and creating opportunities for audience development.
· Establish and maintain good working relationships with RES stakeholders, sponsors,  funding agencies and the wider arts community.

Communication and Administration:

· Manage all communications.
· Maintain all records including, but not limited to:
· Membership lists,
· Subscriber lists,
· Donor lists,
· RES mailing list, and
· Board, committee and AGM minutes and other documents.
· Manage the RES business office.
· Maintain or coordinate the maintenance of the RES website.
· Prepare and distribute agendas and material for all meetings of the Board and the members.

· Attend and report to all regular monthly meetings of the Board and the Annual General Meeting.

· Attend such committee meetings, rehearsals and special events as may be required by the Board.
· Provide administrative support to all committees as required.
Financial Management:
· Assist the Treasurer in the development of  revenue and cost budgets.

· For areas within the GM’s responsibility, approve expenditures for payment and monitor costs against budgets.
· Ensure appropriate insurance coverage is maintained.
· Co-ordinate all applications for grants and funding requests.  Ensure they meet the requirements and submission deadlines of the grantor.  Remain alert to new funding sources.

· It is expected that the GM will, at the expiration of the present volunteer Treasurer's term of office, assume responsibility for some or all of the tasks currently being performed by the Treasurer.

· Maintain good working relationships with the Society’s legal, banking and insurance representatives.

Other Duties:
· Other duties as required by the Board.
