
	

	

 
 

Position: Program Assistant 
 
Position Description: The Program Assistant is responsible for supporting the operation and 
maintenance of Elemental Strings, our youth orchestra program for elementary school-aged 
students. Aside from being present during weekly rehearsals and concerts, the remaining duties 
can be scheduled at the discretion of the Executive and Artistic Director. 
 
Elemental Music is a 501(c)(3) non-profit organization that provides the Santa Monica 
community with high quality ensemble programs for elementary and middle school-aged string 
students. Through a combination of large and small group instruction, we encourage a positive 
learning experience that supports students in improved self-confidence, a sense of belonging, 
and helping students reach their potential. 
 
Essential Duties: The Program Assistant will be responsible for ensuring that our rehearsal 
spaces are set up and returned to their original configurations at the end of rehearsals, 
supervising our 3-4 middle school mentors, helping supervise our 80 students during rehearsals 
and breaks, helping with concert day planning and implementation 
 
Rehearsals take place on Fridays in Santa Monica from 3:45-5:45. The Program Assistant must 
be available to start at 3:00 and should plan to finish by 6:15 (or earlier). Occasional additional 
time may be required. 
 
Responsibilities include: help set up and clean up rehearsals and concerts; oversee student 
mentors during set-up and clean-up time; oversee distribution of snacks during rehearsal; 
implement administrative tasks pertaining to Elemental Strings, which may include maintaining 
attendance records, copying music and handouts for rehearsals; communicate with ES families 
and community as needed; represent ES in community events when needed; additional tasks 
may arise. 
 
Requirements: 

Good people skills 
Good organization skills 
Enjoys working with children 
Enjoys music 
Familiarity with Microsoft Word, ability to use spreadsheets through Excel and 
GoogleDocs 
 

This position pays $15 per hour.  
 
If interested, please email a cover letter and resume to Josephine Moerschel, Executive and 
Artistic Director, at Josephine@elementalmusic.org 


