
POSITION ANNOUNCEMENT

Title: Program Assistant
Schedule: Full-time, Salaried
Reports to: Executive Director or designee
Close date: Initial review of applications will begin on Sept. 17, 2021. Applications submitted a�ter Sept. 17 will
be reviewed on a rolling basis.
Start date: Flexible, but we are looking to fill immediately.

COVID-19 Considerations:
As the COVID-19 pandemic continues to impact the world, it is our responsibility to help keep our employees,
members and communities healthy and safe. At the Arts Council, we are adhering to CDC, state and local
orders with regard to COVID-19. We are a COVID-cautious employer, and our team is currently working
remotely with occasional o�fice visits.

ORGANIZATIONAL OVERVIEW:

The Arts Council of Greater Lansing has been a leading voice for arts and culture in the Greater Lansing region
since 1965 providing direct support to hundreds of artists and arts and cultural organizations located in
Ingham, Eaton and Clinton counties. The role of the Arts Council is to support and promote the work of its
constituents by assisting them in the growth and development of their artistic practice, financial stability and
accessibility.

In addition to the support the Arts Council provides its constituents, the agency also provides community arts
leadership by actively engaging with area business and civic leaders to ensure that the arts play a vital role in
economic development, placemaking, community revitalization and quality of life issues.

POSITION DESCRIPTION:

With the general supervision of the executive director, the program assistant performs basic administrative
duties such as answering phones and emails, filing, and managing schedules, while also assisting in budget
oversight and event planning.

ESSENTIAL DUTIES AND RESPONSIBILITIES OF A PROGRAM ASSISTANT:

Creative Placemaking Summit
● Lead in the planning and execution of the Creative Placemaking Summit with the supervision of the

executive director. 
● Managing the budget for Creative Placemaking Summit. 



● Making reservations for various o�f-site event meetings.
● Acting as a liaison among sta�f coordinating the event.

Grant Management Activities
● Work with the program manager in the distribution of funding (develop contracts, set up review

sessions, correspondence, manage application process through Slideroom, etc.).
● Managing online resources and program communications, promotions and social media events.
● Assist in scheduling program manager and grants calendars.
● Processing payments for vendors and suppliers related to programming activities.
● Invent and implement professional development workshops to enrich the knowledge of individual

artists and arts administrators on current issues in the arts.
● Scheduling grant workshops, securing spaces and logistics.

Basic Administrative Tasks
● Attending grant reviews and recording minutes.
● Responding to emails and answering calls.
● Maintaining o�fice calendars and sending out reminders of impending appointments.
● Typing letters and reports as may be required from time to time.
● Compiling and sending bulk mailings to membership. 
● Proofreading and making copies of documents.

Individual talents will be noted during the interview phase and this job summary may be modified based
on those personal qualifications.

POSITION REQUIREMENTS:

Education and Experience
● Bachelor’s degree or equivalent experience required. Previous experience in grants management or

arts administration is a plus.  Creative background or a special a�finity for the arts is highly desirable.

Required Knowledge, Skills and Abilities
● Demonstrates excellent interpersonal skills.
● Exhibits ability to multitask on a regular basis.
● Pays close attention to detail.
● Is proficient in the use of Microso�t programs such as Word, Excel and PowerPoint.
● Demonstrates familiarity with basic o�fice equipment such as copiers and scanners.
● Exhibits friendly and professional demeanor.
● Works well with a range of di�ferent individuals.
● Possesses excellent phone etiquette.
● Demonstrates knowledge of proper compositional practices to aid in writing and proofreading.
● Exhibits strong organizational skills.
● Communicates clearly, politely and e�fectively.
● Demonstrates ability to think creatively to assist in special event planning and marketing.
● Is capable of leaving the o�fice to run errands throughout the day.
● Demonstrates excellent time-management skills.

Work Environment



Working with the Arts Council, you are part of a team that is welcoming and supportive, all bonded by the
love, respect and value we place on the role of artists and arts and culture in general in our community. The
Arts Council recruits, employs, trains, compensates and promotes without regard to
race, color, religion, gender, gender identity or expression, sexual orientation, national origin, genetics,
disability, age, or veteran status. We are fully focused on equality and believe deeply in diversity and
every fascinating characteristic that makes us di�ferent.

This is currently a virtual position with a laptop provided, however, occasional visits to the o�fice are required.
The standard 40-hour workweek with a 9-5 shi�t applies, and we strive to limit overtime; however, some
overtime may be required during the planning and execution of special events. Some light local travel to run
errands may also be required. Moderate physical activity such as walking, standing and light li�ting is
involved in many daily activities.

COMPENSATION:
Salary range from $30,000 to $35,000; to commensurate with experience plus benefits.

APPLY:
To apply, email a cover letter and resume to info@lansingarts.org with “Program Assistant Position” in the subject
line. No unsolicited inquiries please. Job is posted until filled. Applications received by 5pm, Friday, Sept. 17, 2021,
will receive priority

mailto:info@lansingarts.org

