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JOB DESCRIPTION 
 
Position:  Art and Event Coordinator   
 
Supervisor:  Executive Operations Director 
 
Supervises: Arts Center Volunteers 
 
Status:    Part-time 
 
FLSA Designation: Non-Exempt 
 
Workplace Conditions:  

• Extended periods of walking and standing. 

• Extended periods of sitting. 

• Repetitive movement involving hands, feet or both. 

• Able to lift and/or move materials weighing a minimum of 20 pounds. 

• Use of equipment such as, telephone, computer, copier and cash register. 

• Be able to work evenings and weekends. 
• Periods of bending, stooping, reaching, squatting, pulling, and pushing. 

• Have access to a car or transportation. 

• Access to a telephone. 

• Reasonable accommodations will be made upon request. 
 

Summary:    

Responsible for the day-to-day operations of the Tamaqua Community Art Center and adhere to 
the mission of providing affordable access to the arts through programs and artistic works 
produced to enhance the Tamaqua community as part of a comprehensive sustainable 
community development strategy.  This position advances the mission of the art center to 
provide sustainable inclusive educational opportunities and be a safe place to participate, 
appreciate, create and learn about the performing and fine arts. 

 
Duties & Responsibilities: 
 

1. Maintain a master calendar for all Arts Center activities working with the Entertainment 
Coordinator. 

2. Responsible for recruiting artists to teach classes and workshops for all ages in a wide variety of 
mediums.  This includes but is not limited to:   Instrument lessons, Yoga, Tai Chi, Make it Take it 
classes, fine arts, pottery studio, holistic and nature classes, food/cooking/health & wellness 
classes, kids crafts and any other type of potential teaching opportunity.   



 

 

3. Responsible for working with artists to book and setup monthly gallery exhibits, sell art work, 
track and distribute payments to artists.  

4. Responsible to negotiate/develop class descriptions, fees, outline materials provided by 
instructors/arts center and arranges payment splits and artist reimbursement.  Must collect W9 
and background clearances to keep on file for 5 years. 

5. Responsible for organization of events above including the coordination of volunteers to assist, 
setup/cleanup of tables, tools, materials, and other needs as appropriate.  Must collect W9 and 
background clearances to keep on file for 5 years. 

6. Responsible for the marketing of events through creation of flyers, website and FB event 
content.  Create media releases, mail chimp newsletters, and mass mailings for marketing.  
Collection of photographs for FB posting and future promotion. 

7. Responsible for the creation and scheduling of newspaper ads to promote events. 

8. Responsible for setting up all event and entertainment tickets in Thundertix and the collection 
of monies for deposit for musical events, theater, art classes & gallery exhibits and more. 

9. Responsible for taking registrations for the above-mentioned events including, box office tickets 
sales, phone calls, emails and use of the Thundertix ticketing system. 

10. Responsible to provide tours to the public, providing the history and mission of the Arts Center. 

11. Responsible for working with the TACP Operations Directors and Admin Assist to maintain up to 
date volunteer and artist lists with contact information. 

12. Assist in donation fund drives, events and special mailings. Including providing donor 
information and or opportunities to the Executive Director of the TACP. 

13. Represent the Tamaqua Area Community Partnership and the Tamaqua Community Art Center 
at meetings and other related community events and functions. 

14. Any other duties as assigned to assist the Tamaqua Area Community Partnership as a whol. 
 
General 

1. Must have a flexible schedule and the ability to work week nights, Fridays and Saturdays. 
2. Must have strong written and verbal communication skills.    
3. Must have a pleasant personality and enjoy interacting with the public.   
4. Must be able to work independently, take initiative as well as work with teams of volunteers.   
5. Must feel comfortable giving directions and delegating tasks to others.   
6. A passion for community development and understanding of the Tamaqua Area Community 

Partnership’s overall objectives and mission is a must.   
7. Must understand marketing concepts, public relations, sales, planning, and the ability to project 

the organization’s value by keeping information confidential. 
 
 
Qualifications:   
 

1. Associate or Bachelor degree in related field preferred but not required.  Experience in 
organizational management required.  A combination of experience and education will qualify. 

2. Must have the ability for a flexible schedule, working 2-3 nights and weekend mornings or 
evenings as needed.   

3. Must have strong organizational skills and be detail oriented.   
4. Excellent written and verbal communication skills.  Ability to communicate effectively with the 

public, sponsors, board members, staff, volunteers and community partners. 
5. Must have a flexible schedule and the ability tow work week nights, Fridays and Saturdays. 



 

 

6. Must have a pleasant personality and enjoy interacting with the public.   
7. Must be able to work independently, take initiative as well as work with teams of volunteers.   
8. Must feel comfortable giving directions and delegating tasks to others.   
9. A passion for community development and understanding of the Tamaqua Area Community 

Partnership’s overall objectives and mission is a must.   
10. Must understand marketing concepts, public relations, sales, planning, and the ability to project 

the organization’s value by keeping information confidential 
11. Strong organizational skills and ability to manage multiple demands and meet deadlines. 
12. Strong computer skills and experience using a variety of programs including Microsoft Office 

Suite and website content management systems. 
13. Act 33 Child Abuse History Clearance. 
14. Access to telephone and reliable transportation. 

 
Desirable Characteristics:   
 

1. Bilingual candidates are strongly encouraged to apply. 
2. Able to function independently.  Self-directed and assertive. 
3. Empathetic to rural community issues. 

 
Training Requirements: 
 
 
 
 
 
I, __________________________________, have read the above job description for my position and I 
understand the conditions set forth herein.  While employed at TACP, I will perform these duties to the 
best of my knowledge and abilities. 
 
 
 
_________________________________   ____________ 
Signature       Date 
 
 
_________________________________   ____________ 
Supervisor’s Signature      Date 
 
Approved 10/16/2020 
 
 
 

 


