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Education Director Job Description 
Lyric Arts Company of Anoka, Inc. 

Reports To Artistic & Executive Director (AED) 

Employment Status Part-Time 

Job Classification Non-Exempt 

Supervises Contracted Theater Educators and Education Volunteers 

Position Summary Responsible for creating and managing programs and systems that support the success 
of Lyric Art’s education department. 

 

Position Summary: The Education Director plays a key role in helping Lyric Arts provide outstanding artistic and 

learning experiences to young people, as well as fostering a productive and joyful work environment in line with 

Lyric Arts’ organizational values.  

This position serves primarily as an arts administrator. Responsibilities include database management, budget 

monitoring, grant administration, program documentation, instructor support, maintaining the education 

calendar. 

The Education Director will assist the AED in allocating resources, creating the education calendar, contracting 

with instructors, determining course offerings for each season, and ensuring all students participate in a safe 

environment that encourages artistic growth. 

GENERAL RESPONSIBILITIES: 

 Actively represent Lyric Arts and interact with students and families at class/camp check-in, check-out, 

and final presentation 

 Responsible for ensuring that all instructors are familiar with safety and emergency procedures, as well 

as policies set in place for student safety 

 Work with AED to develop and manage the course calendar 

 Work with Production Director to manage resource calendars for all shared facility spaces used 

as classrooms 

 Communicate facility constraints to AED 

 Maintain education department contact information and instructor rosters 

 Coordinate with Production Director for costume, prop, and equipment use for classes 

 Schedule and coordinate private lessons with instructors and students 

 Negotiate, hire, and contract education program personnel, in consultation with the AED 

 Actively recruit instructors and volunteers for education programming 

 Write all education contracts and track them through the bookkeeping process 

 Work with instructors to develop and revise curriculum as necessary 

 Communicate expectations, policies, and procedures to education personnel, including budget 

and reimbursement policies  

 Develop and maintain a policy guide for contracted and volunteer education personnel  

 Monitor and evaluate curriculum implementation and program effectiveness 

 Gather records and reports for program evaluation and assessment 
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 Responsible for setting, maintaining, and communicating participant expectation policies: behavior, 

participation, social media, photo/video waivers 

 In conjunction with AED, help anticipate and resolve conflicts between education personnel, staff, 

students, and families 

 Schedule and facilitate workshop planning sessions 

 Process all workshop registrations 

 Manage education department contact database and mailing list for direct marketing campaigns 

 Support intern and volunteer recruitment and provide mentorship and supervision to interns and 

volunteers 

 Assist AED in creating a budget for the education department and establishing independent contractor 

pay scales 

 Track department budget for personnel, supplies, and materials, processing financial paperwork with 

bookkeeper 

 Other duties as assigned 

 

The statements contained herein reflect the principal function and most significant duties of the job, but 
should not be considered to be an all-inclusive listing of work requirements. Individuals may perform other 
duties as assigned, including work in other areas to cover absences or relief to equalize peak work periods 
or otherwise balance the workload. 

EXPERIENCE, SKILLS, AND ABILITIES: 

 Bachelor’s Degree with additional experience; Master’s Degree preferred 

 Financial management experience and project management preferred 

 Theater and teaching experience preferred 

 Marketing, social media, and public relations skills a plus 

 Must have the ability to collaborate with strong personalities of all types 

 Demonstrated ability to interact with all levels of employees, guests, students, and co-workers 

 Exceptional customer service, interpersonal, and business communication skills (both written and oral) 

 Ability to maintain a professional image and a friendly demeanor while interacting with the public 

 May be required to work non-traditional hours, including nights and weekends 

 Effective planning, organizational, and time management skills—ability to manage and prioritize 

multiple projects, priorities, and responsibilities at once and adjust workload accordingly 

 Flexible, with a willingness to learn, and the ability to easily adapt to change and new responsibilities 

 Must take initiative, be self-motivated, and be an accountable, dependable performer 

 Attentive to detail, highly organized, and willing to be “hands-on” when necessary while maintaining a 

“big picture” focus 

 Proficient use of Microsoft Office, with demonstrated capability in Word, Excel, and Outlook.   

 May have to lift heavy items, up to 60 pounds 
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Minimum Mental, Physical, and Sensory Requirements 
(never=never; occasionally=up to 2 hours per day; often=2 to 6 hours per day; very frequently=6 or more hours per day) 

 Frequency with which activity may have to be performed 
during a typical workday 

 
Never Occasionally Often 

Very 
Frequently 

Mental Activity     

Reading, Spelling, etc.    X 

Math, Numerical Ordering    X 

Problem Solving    X 

Confidentiality    X 

Detailed Work    X 

Handling Difficult Situations    X 

Reasoning    X 

Verbal Communication    X 

Customer Contact    X 

Constant Interruptions  X   

Physical Tasks     

Standing   X  

Sitting    X 

Walking   X  

Bending   X  

Pushing  X   

Pulling  X   

Climbing (Stairs/Ladders)  X   

Reaching  X   

Lifting  X   

Carrying  X   

Grasping  X   

Repetitive Motions (Keyboarding)    X 

Sensory Activity     

Sight    X 

Hearing    X 

Talking    X 

Smell  X   

Touch    X 

Driving (other than commuting to and from work)  X   

 

 


