East Texas Symphony Orchestra Community Engagement and
Education Coordinator

Overview:

This role provides high-level support for a non-profit performing arts organization, which is
essential for achieving its mission and fostering sustainable long-term growth. The ideal
candidate is dependable, trustworthy, and exhibits integrity and a strong work ethic. The role
requires a results-oriented, detail-focused individual who remains calm under pressure.

Responsibilities & Goals:

Key responsibilities include expanding initiatives for the organization’s education program and
campaigns, building community engagement, providing general administrative support, and
assisting with special events. The ideal candidate will possess excellent communication skills
and proficiency in database management. The candidate will support, take direction from, and
report directly to the Executive Director (ED).

The candidate will be responsible for:

e Working with staff and consultants on relationship building; connecting donors,
volunteers, partners, and community members with organizational goals

e Working with the ED to assess educational and community needs to ensure existing
programs remain relevant and responsive and to inform future program development
and expansion to rural and underserved areas

e Adhering to timelines and providing hands-on support for events, concerts,
development projects, programs, and marketing initiatives, including the maintenance
of databases, digital records, archives, images, activity logs, and reporting systems

e Fulfilling requests for educational and promotional materials and overseeing inventory
management

e Ensuring compliance with education grant requirements, institutional policies, reporting
obligations, and internal controls

e Assisting with preparation of reports, summaries, and documentation for educational
grant activities and leadership review, as well as contributing to the development of
funding sources

e Handling general inquiries and providing stakeholder care via telephone, mail, and
email, and organizing related correspondence

e Picking up and processing USPS mail, managing deliveries, and tracking email

e Working with events team to set up, clean up, and perform front-of-house duties for
events and concerts, which may include event ticketing and volunteer coordination

e Assisting the ED with calendar management, clerical duties, and other prioritized tasks



Requirements:

e Strong multitasking abilities and attention to detail

e 3to 5 years of community-facing work experience

e Passionate commitment to organizational mission

e Exhibit warmth that immediately puts others at ease

e Excellent networking ability with strong oral, written, and public communication skills
e Willing to work occasional evenings and weekends

e Required to have reliable personal transportation

e Proficiency in Microsoft 365, database management, and office equipment operation
e The ability to work independently

e Adhere to the organization's confidentiality policy

e Resourceful with a strong work ethic

e Ability to conduct data-driven research and measure data

Candidates must understand that no task is too small or trivial for the organization’s success.
They should be able to stand or sit for extended periods and lift up to 25 lbs.

The hiring organization is committed to equal employment opportunities regardless of age,
sexual orientation, gender, pregnancy, religion, nationality, ethnic origin, disability, medical
history, skin color, marital status, genetic information, or parental status.

Salary is based on experience. Only qualified candidates will be considered for this role. In-
person interviews will begin the week of October 5. This position is partially funded through a

grant.

Qualified candidates, please send your resume with two references by October 4, 2026,

to info@etso.org.

No phone calls, please.
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