
Title: Summer Program Assistant

Summary of Position:

CMCB is seeking Program Assistants to support our Summer Program Director in our
new 4-week Summer Arts + Music program for 40-60 participants aged 4-14! This
program offers a wide range of music, dance, drama, and art electives, including
specialty classes like orchestra, chamber music, bucket drumming, music technology,
private lessons and more, to encourage participants to develop a love for the arts.
Program Assistants will assist the Summer Program Director and the Assistant Director
with all administrative duties and special projects such as distributing communication
and setting up for student check in/out and Friday afternoon events. The ideal candidate
is organized, timely, and communicative.

Status: Part-time hourly, non-exempt, seasonal

Start Date: June 27, 2022

Schedule: July 5 - July 29, 2022, 9AM-5PM, Monday-Friday
Including 8 hours/week, June 27 - July 1, 2022 (Orientation)
Also including Performance evening on July 27, 2022

Reports to: Summer Program Director

Works Closely With: Summer Program Assistant Director

Essential Duties

● Attend and participate in all required training/orientation
● Set up the student check in/check out table before and during each day of

programming
● Work with summer program staff to compile supply needs and organize supplies

upon arrival
● Assist with snack preparation and distribution
● Support creation of a program Memory Book, such as interviewing participants or

preparing special features
● Support summer program staff and teachers by making photocopies for

programming or distribution as needed
● Create decorations for and assist with setup for Friday afternoon themed

celebrations



● Other administrative support as needed by the Summer Program Director and/or
Assistant Director

Qualifications

Essential

● Must be able to comply with vaccination verification or regular twice-weekly
testing requirement

● Ability to work with people of diverse backgrounds
● Ability to multitask and prioritize tasks effectively
● Ability to communicate clearly and effectively
● Work well with others and independently
● Strong attention to detail and organization skills
● Solid problem-solving skills
● General aptitude for technology and email

Preferred

● Bilingual skills are a plus (especially Spanish, Chinese, Haitian Creole) but not
required

● No prior office experience is required, but prior administrative experience is a
plus

● Prior experience with Microsoft Office (Word, Excel, PowerPoint) and Google
Suite

Compensation and Benefits

$18 per hour

Benefits include employee assistance program and discounts on music instruction at
CMCB.

Application Instructions

Please send the following by email to jobs@cmcb.org. Address your materials to
Morgan Beckford, Chief Programming Officer:

● A cover letter which addresses your capabilities, experiences, and interests
● A current resume or CV
● Names and contact information for minimum one reference from within the past 5

years, indicating your relationship with them

Incomplete applications may not be considered. Applications will be reviewed
beginning April 25th as they are received, and this position will remain open for
applications until filled. Please, no phone calls or walk-ins.

mailto:jobs@cmcb.org


The above information on this position description has been designed to indicate the
general nature and level of work performed by individuals within this classification.  It is
not designed to contain or be interpreted as a comprehensive inventory of all duties,
responsibilities, and qualifications required of employees assigned to this job.
Requirements are subject to possible modification to reasonably accommodate qualified
individuals with disabilities.  This document does not create an employment contract,
implied or otherwise, other than an “at will” employment relationship.

External and internal applicants, as well as position incumbents who become disabled
as defined under the Americans With Disabilities Act, must be able to perform the
essential job functions (as listed) either unaided or with the assistance of a reasonable
accommodation to be determined by management on a case-by-case basis.

ABOUT COMMUNITY MUSIC CENTER OF BOSTON

Community Music Center of Boston is an arts education nonprofit founded in 1910, with
a mission to transform lives by providing equitable access to excellent music education
and arts experiences. Over 4,000 students participate in our programs every week. We
are proud to act as the largest external provider of arts education to the Boston Public
Schools, supporting rigorous, relevant, and culturally-responsive musical instruction for
one of the most diverse school districts in the nation. CMCB's Community Music School
Division offers lessons, group classes, ensembles, and early childhood programming at
our headquarters in Boston's South End. Our Community Engagement Programs
operate in partnership with a dozen public schools, a dozen social service agencies,
and a variety of community centers, housing developments, and charter schools,
supporting programs throughout virtually every neighborhood in Boston, in-school,
after-school, and in the summer.

Community Music Center of Boston is committed to recruiting and fostering a diverse
community of staff and students and is proud to be an Equal Opportunity Employer.
BIPOC individuals, LGBTQIA+ individuals, and members of other historically
disenfranchised and marginalized populations are strongly encouraged to apply.


