
 
JOB POSTING 

 
MUSIC COORDINATOR 

(Non-Exempt) 
 

About East Bay Center for the Performing Arts  

For more than 56 years, East Bay Center for the Performing Arts has been a cultural beacon in  
  Richmond, California, engaging children and youth with transformative,  
  tuition-free arts education. Our programs are designed to create safe, 
  rigorous, supportive spaces where young people can explore and express  
  themselves through cross-cultural performing arts-catalyzing personal  
  growth, community connection, and social change. Every day, our work at  
  the Center demonstrates the power of art to unite and uplift people of  
  diverse backgrounds and create new ways of seeing the world. East Bay  
  Center serves 4000+ children and youth each year from communities  
  reflective of the city’s demographics: 95% of our students are youth of 

color, 80% come from low-income families, and 40% are English learners. Through the active 
creation of original art, we emphasize social justice and the skill, effort, courage, and discipline 
needed to successfully prepare, create, and perform! 
  
In our next 50 years, we aspire to engage thousands more youth and strengthen our role as a 
community hub and cultural anchor in Richmond. Despite their importance, affordable, culturally 
relevant, sequential musical and performing arts training opportunities for youth are scarce in 
Richmond. The need is clear: schools in our district face significant challenges in securing sufficient 
funding for the arts, and 90% of CA public schools do not meet state standards for arts education. 
East Bay Center fills this void through tuition-free, healing-centered performing arts programs at our 
main site (70+ weekly classes) and sequential arts education in 15 Richmond public schools. 

Job Summary 

The Music Coordinator is responsible for ensuring high-quality music programming for approximately 
400 youth that the East Bay Center serves, supervising 8-12 teaching artists, managing Private 
Lessons, and overseeing curriculum in the Center’s music education programs. 

Through a combination of administrative work and teaching, the Music Coordinator ensures that all 
Center students receive the support and training necessary to imagine and create new worlds for 
themselves and their communities through the performing arts. 

The Music Coordinator will be detail oriented, maintaining and updating the program calendar and 
individual Young Artists Diploma students’ objectives, as well as exercising ongoing proactive 
communications and problem solving with Center staff and colleagues.   
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Scope  

The Music Coordinator will be one of the first points of contact for students and families enrolled in music 
classes, including private lessons, and prospective students. They will play a key role in the day-to-day 
operations of programmatic activities and support the Main Site Department to ensure that program 
operations are run efficiently and smoothly. The MC will also oversee Private Lessons and assist as 
needed in scheduling group classes and coordinating the Young Artist Diploma Program (YADP).     

Examples of Key Responsibilities 
  

●​ Oversee 75+ private lessons for East Bay Center students, including: 
●​ Overseeing the private lesson payroll and budget in collaboration with Program and Finance 

staff  
●​ Systematic monitoring and oversight of artistic growth of students 
●​ Administering, monitoring, and communicating private lesson requests and availability, 

including reviewing criteria/eligibility  
●​ Align private lessons with other main site programs to have the most efficient system for 

registration and ongoing operations 
●​ ​​Supervise and direct the work of 8-12 faculty and staff focused on private lesson program 

development and delivery 
●​ Oversee hiring, onboarding and orientation of Private Lesson faculty  
●​ Produce 3 student private lessons weekend recitals per year 
●​ Support high-quality music programming at the Center’s main site, including: 
●​ Reviewing the depth, clarity, and appropriateness of instruction as well as alignment between 

private lessons, group classes and resident company’s  
●​ Meet regularly with assigned Diploma students to review progress and assess needs 
●​ Observe classes, providing instructional feedback to Main Site team 
●​ Coordinate annual student music performances, in conjunction with program and production 

staff 
●​ Support Center students’ in creating college artistic supplement portfolios and recordings  
●​ Supervise and direct work 8-12 Center faculty teaching group music classes 
●​ Oversee instrument inventory at the Center 
●​ Review, assess, and problem solve instrument needs  
●​ Maintain up to date data base (Asset Tiger), track instrument donations 
●​ Coordinate instrument repairs 
●​ Teach/substitute in the onsite and school partnership programs as needed 

 
Knowledge and Skills (typically required of the position) 
 
The ideal Music Coordinator will have: 

●​ Ability to effectively train and onboard new teaching artists 
●​ Passion for music and high-level proficiency, including experience as a performing artist and 

a broad understanding of music pedagogy (across instrument families) 
●​ Experience working in under-resourced communities with socio-economic, racial and 

culturally diverse classroom settings 
●​ Ability to effectively manage large groups of students 
●​ Experience coordinating music assemblies and performances 
●​ An exhibited ability to work with children in a caring and respectful manner to create a joyful, 

caring classroom environment where instructional time includes community building, conflict 
resolution, skill-building, and empowering students 
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●​ Experience working with administrative teams, including use of administrative tools (payroll 

systems, excel) 
●​ Maturity, humility, strong work ethic, sense of humor, collaborative nature, and a can-do 

attitude 
●​ Belief that all students can express themselves artistically and achieve at high levels 
●​ Strong written and verbal skills and ability to communicate with a diverse audience 

 
Education and Training 
 

●​ A bachelor’s degree in performing arts, education, or a related field  
●​ 5+ years of experience working with children and youth developing music curriculum 

 
Additional Requirements 
 

●​ Must possess a valid California Class C driver’s license at the time and for the duration of 
appointment.  

●​ Incumbent required to complete and pass a 10-year employment history verification, which 
includes a Criminal History Records Check prior to being considered for this position. This 
status must be maintained for the duration of employment at the Center. 

 
Benefits and Culture  
 
 This position is based in Richmond, California. The Center believes each team member is vital to 
the organization’s success. We serve and work in partnership with all and celebrate the diversity of 
our community, including people of all backgrounds, regardless of race ethnicity, gender identity, 
sexual orientation, and religious or spiritual affiliation or belief. Our staff and leadership demonstrate 
the ways in which our work is continually enhanced by a diversity of thought and perspectives. Our 
team prioritizes rest, restoration, and creativity as part of encouraging our teammates to live healthy, 
balanced lives. We celebrate the successes of our team and work collaboratively toward common 
goals in service of our shared commitment to social justice for youth in the face of systems of 
oppression.   

The salary range for this role is $66,000.00 - $88,100.00 ($31.73 – 42.31/hr.). New hires 
are typically placed between the minimum and midpoint of the range, based on the 
relevance and depth of their experience.  Candidates who meet the core qualifications for 
the role can expect offers near the minimum, while those bringing additional directly 
relevant experience or specialized expertise may be considered closer to the midpoint. 
Salaries above the midpoint are generally achieved through tenure and growth within the 
role. East Bay Center also offers a comprehensive benefits package that includes:   

●    Health, Dental, and Life Insurance   
●    Vision, Short- and Long-Term Disability   
●    Time Off Benefits - including Paid Sick Leave, Vacation, 13 Paid Holidays, 
Paid  
      Family Leave (PFL)  
●​ Bereavement Leave, Pregnancy and Pregnancy-Related Disability Leave and   

Accommodations, Reproductive Loss Leave   
●    Flexible Work Schedule   
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●    Retirement, 4% Employer Contribution (after one year)  

Work Hours: Monday-Thursday; 11am-7:30pm; Saturdays 8:30-5pm 
 
How to Apply   
 
Please submit a thoughtful cover letter and resume to: Andrea Landin, Senior Director of Programs 
with subject line “Music Coordinator”. Please email to: andrea.landin@eastbaycenter.org.  
 
Please note that failure to submit the required documents, may result in disqualification from 
moving forward in the interview process.  We will respond to all applicants. 
 
Please Note: Review time is typically 2 weeks. 
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