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GREAT LAKES 2

CHAMBER ORCHESTRA
Position Summary: Operations Manager

The Great Lakes Chamber Orchestra (GLCO) is seeking a highly organized, detail-oriented, and mission-
driven professional to join our team as Operations Manager. This full-time position plays a vital role in
coordinating the logistics that keep our concerts, events, and daily operations running smoothly and
efficiently — all in support of GLCO’s mission to enrich lives through the power of music.

You’ll join a passionate and dedicated team that believes deeply in the arts as a force to inspire, connect,
and strengthen communities. This is an ideal opportunity for someone who shares our love for music and
is eager to contribute their skills in planning, marketing, and operations to support GLCO’s mission. A
professional who thrives in a dynamic environment, adapts with ease to shifting priorities, and approaches
their work with warmth and a strong commitment to service will make a meaningful impact in this role.

About the Great Lakes Chamber Orchestra

Now celebrating its 25th anniversary, the Great Lakes Chamber Orchestra is one of northern Michigan’s
leading cultural organizations, dedicated to enriching lives through exceptional live orchestral music.
GLCO presents world-class performances, transformative educational initiatives, and meaningful
community programs — reaching audiences of all ages and creating connections that extend far beyond
the concert hall.

To learn more about the Great Lakes Chamber Orchestra and our programming: www.glcorchestra.org

Essential Duties and Responsibilities
Organizational Operations

. Maintain efficient office systems and organizational processes.

. Provide administrative support, including materials preparation and meeting coordination.
. Foster a positive, team-centered environment aligned with GLCO’s mission and values.

. Communicate clearly and professionally with staff, musicians, and community partners.

Concerts, Events & Program Logistics

. Coordinate logistics for concerts, rehearsals, and events, including booking venues,
rehearsal spaces, and accommodations.

. Manage hospitality arrangements for guest artists and musicians.

. Serve as liaison with external vendors, including printing, travel, and catering.

. Support the orchestra manager in addressing musicians’ needs.

. Attend concerts and special events as needed to ensure smooth operations.

. Assist with ticket sales and marketing activities, such as social media, website and concert
program book updates.
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Knowledge, Skills, and Abilities

Professional Skills
. Highly organized, detail-oriented, able to adapt to shifting needs with ease.

. Strong problem-solving skills with a proactive, solutions-oriented approach.
. Must be able to manage multiple tasks and meet deadlines in a fast-paced environment.
. Excellent communication and interpersonal skills — approachable, professional, collaborative.
. Service-minded attitude with a commitment to advancing GLCO’s mission.
Technical Skills

. Proficiency in Microsoft Office (Word, Excel) required.
. Experience with social media, website management, email platform (e.g. Constant Contact,
Mailchimp), and other digital marketing tools (e.g. Canva, InDesign) highly desirable.

Education & Experience

. Bachelor’s degree in arts, business administration, or a related field, or equivalent experience.
. Experience in event coordination, project management, or non-profit operations desirable.
. Knowledge of music and/or experience in the performing arts preferred.

Physical/Mental Requirements

. Requires occasional evening and weekend hours for concerts, rehearsals, and events.
. Occasional lifting, moving of supplies, and event setup required.
How to Apply:

Please send a resume and cover letter with references to andrea.ondras@gmail.com. Position open until
filled. Priority consideration will be given to applications received by November 21, 2025.

Compensation: Full-Time. Exempt. Commensurates with experience.
Reports to: Executive Director

Our Mission
To entertain, educate, and inspire northern Michigan communities through live orchestral performances.



