
 

The Yakima Symphony Orchestra will present a full season of concerts of the highest artistic quality and offer exceptional educational programs.  
Within a sustainable financial structure, the YSO will provide the community with extraordinary musical performances  

and will demonstrate value as a regional cultural and economic asset. 

     
Yakima Symphony Orchestra  ♦  32 North 3rd Street, Suite #333, Yakima, WA 98901  ♦  509.248.1414  ♦  ysomusic.org 

Job Opening: Administrative Assistant (part-time), Yakima Symphony Orchestra 
Position open until filled; apply early for primary consideration 

 

Job Summary 
The Administrative Assistant for the Yakima Symphony Orchestra (YSO) provides support for the Patron 
Relations Manager, Development Director and Executive Director, with primary responsibilities in the areas of 
subscription management, data management and patron relations.  This position also includes some office and 
volunteer management responsibilities, and may include community engagement activity.   
 

 Primary Responsibilities  
1) Assist patrons with subscription orders; support accurate and timely maintenance of subscription and 

seating records and related patron information. 
2) Support accurate and timely entry and maintenance of subscription, contribution and related patron 

data, as well as timely acknowledgment of gifts; support follow-up for sponsors and advertisers. 
3) Assist Development Director with planning and execution of patron acknowledgment and fundraising 

events, including some evening and weekend hours on at least four occasions. 
4) Assist Development Director and Patron Relations Manager as needed with facilitation of concert-

related activity as needed, including subscription and/or merchandise sales, reception arrangements 
and patron services, on at least twelve weekend evenings or afternoons per year. 

5) Assist Patron Relations Manager and Executive Director with office management duties as needed. 
6) Assist Executive Director with guest artist research and scheduling as needed. 
7) Assist Patron Relations Manager on occasion with facilitation of YSO ensemble performances in 

schools and coordination of home stays for out-of-area musicians. 
 

Qualifications  
1) A warm, friendly demeanor and excellent customer service skills.  These include listening, 

communication (verbal and written), memory retention and problem-solving skills, along with the 
qualities of empathy and patience. Prior customer service experience (2-3 years) preferred. 

2) Proficiency with Microsoft Outlook, Word and Excel; experience with CRM and/or database software 
preferred. 

3) Excellent organizational and time management skills. 
4) Ability to appropriately manage confidential information. 
5) High school diploma or GED; bachelor’s degree or higher is a plus, some college preferred. 
6) Washington State driver’s license and reliable transportation. 
7) Must be age 21 or over and be comfortable opening and serving alcoholic beverages. 
8) Passion for and some knowledge of music is preferred.  Bilingual (English/Spanish) a plus. 

 

Compensation:  This is a part-time, non-exempt hourly position, paid at $15/hour.  For the remainder of the 
2016-17 fiscal year (February-June), weekly hours will vary from month to month from a high of 35-38 hours 
from March through May to 22-28 hours in February and June.  Beginning in July 2017, a regular schedule of 28 
hours per week is expected, transitioning to a full-time position in the summer of 2018. 
 

To Apply:  Please send a resume with cover letter of interest to: David Rogers, YSO Executive Director, at 
director@ysomusic.org or by mail at Yakima Symphony Orchestra, 32 North 3rd Street #333, Yakima, 
Washington 98901.  For more information on YSO, visit www.ysomusic.org.   
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