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Personnel Director

The Personnel Director is the connective tissue between the orchestra’s leadership and its
musicians. This role is all about people—coordinating rosters, communicating clearly, and
making sure our performers feel informed, valued, and prepared for every concert. You'll
help shape the player experience from the first rehearsal to the final bow.

If you enjoy organizing details, working with artists, and keeping a lot of moving parts
running smoothly, this role is a perfect fit. You don’t have to be a musician, but a love of
working with people and a knack for logistics will serve you well.

Key responsibilities include:

» Maintaining accurate rosters for each performance, including contact info,
instrumentation, and availability

o Staffing performances by communicating with musicians about their schedules and
commitments

o Distributing and collecting essential documents like contracts, waivers, and codes of
conduct

o Coordinating with the Treasurer to ensure proper processing of paid musicians and
guest artists

e Managing the orchestra’s Airtable system for personnel tracking and data
management

o Serving as the primary point of contact for musicians before concerts and during the
rehearsal process

o Coordinating internal surveys and assembling musician newsletters or
announcements as needed

The Personnel Director works closely with the President, Artistic Director, Librarian, and
Orchestra Manager to make sure rehearsals and performances are fully staffed, well-
organized, and running smoothly. It's a role that sits at the center of Litha’s day-to-day
musical operations—and it's deeply appreciated by everyone on stage.



