
 

SENIOR DIRECTOR OF CONCERT OPERATIONS 

POSITION SUMMARY 
The Senior Director of Concert Operations (SDCO) is responsible for the day-to-day execution of concert 
operations functions for Pacific Symphony.  The SDCO is responsible for concert operations execution, 
orchestra musician and union relationships, related day-to-day business management functions, tour 
execution and new venue planning, and overseeing additional operations projects as they arise.  The SDCO 
is supported in these duties by the Director of Orchestra Operations.  The SDCO reports directly to the 
Vice President of Artistic and Orchestra Operations (VPAOO).   
   
SPECIFIC DUTIES AND MAJOR FUNCTIONS 
Operations: 

• Create and maintain the orchestra service calendar, including paper and online versions 
• Monitor musician service counts and develop/maintain system for tracking service offer 

guarantees 
• Create and maintain a system of frequent and clear communication with the orchestra musicians 

and other members of the artistic and orchestra operations staff 
• Assure excellence of concert production values across all series, including technical elements, 

musician interaction & communication, and operational details  
• Manage operational details for tours and run-outs  
• Advance visits to all run-out and tour performance sites, making sure proper facilities and 

arrangements are secured per the labor agreement and presenter contracts 
• Oversee the details surrounding orchestra auditions including securing arrangements for proper 

facilities for auditions, operations staffing, calendaring, and advertising 
• Oversee the work of the Orchestra Personnel Manager and assist when needed in the 

preparation/approval of orchestra payrolls, concert rosters, attendance recording keeping and 
reporting 

• Oversee the work of the Librarians and assist them when needed in securing, preparing and 
storing the orchestra’s performance materials 

• Evaluate orchestra equipment and facility needs, recommending maintenance and purchases as 
needed to the Chief Operating Officer 

 
Administrative: 

• Oversee day-to-day operations for all concerts including summer venues and the annual 
Symphony in the Cities program 

• Assist with the creation and maintenance of production overhead and concert budgets for the 
department (in conjunction with VPAOO)  

• Negotiate contracts with vendors including recording companies that directly relate to concert 
operations 

• Create rehearsal/concert work assignments for all operations and production staff 
• Assemble frequent production staff meetings to assure thorough communications regarding all 

concerts and events 
• Supervise the work of the Director of Orchestra Operations, Production Stage Manager, Orchestra 

Personnel Manager, and the Librarians of Pacific Symphony 



• Oversee Warehouse and Storage Facilities for operational needs in coordination with the Finance 
& Administration team 

• Communicate/Manage Instrument Insurance needs to the Chief Operating Officer 
• Manage Musician Instrument Loan Program in coordination with the Chief Operating Officer 
• Manage Musician Ear Protection Program 
• Manage OPAS and facilitate updates and improvements as needed 
• Manage the electronic media work of the Orchestra 
• Assist in administering government mandated personnel programs including Health and Safety, 

Sexual Harassment, and Drug Free Workplace 
• Help assure the posting of all legally required information posters 
• Establish appropriate record keeping systems to provide up-to-date reference files relating to the 

operations of the orchestra including labor agreements, facility manuals, equipment resources 
and venue specifications 

 
Labor Relations: 

• Maintain excellent relations with the Orchestra Committee and Local Union representatives 
• Communicate with the Orchestra Committee and Union in matters relating to the labor 

agreement and general musician matters on a regular basis (in conjunction with the VPAOO) 
• Research and develop support materials in preparation for contract negotiations with the 

musicians’ union 
• Participate in meetings with the Orchestra Committee and Union including contract negotiations, 

providing technical information, and follow-up as needed 
• Monitor all orchestra related activities and procedures assuring compliance of all parties with the 

labor agreement 
 
QUALIFICATIONS 

• Must have at least 7 years of orchestra management experience overseeing staff, volunteers, 
musicians, in a variety of settings 

• A BA degree, preferably in music 
• Administrator level experience with OPAS 
• Extensive experience working with the Integrated Media Agreement 
• Must be impeccably organized, self-motivated, and able to prioritize multiple projects with 

meticulous attention to detail 
• Must be a take-charge person who can alter their leadership style to fit different situations 
• Must possess the ability to stay calm, think clearly, solve problems, and maintain a professional 

demeanor under pressure 
• Broad knowledge of the technical needs of symphony orchestras in the areas of lighting, video, 

and sound 
• Must possess knowledge and love of classical music and have a healthy respect for the artistic 

temperament 
• Must be a team player and exhibit institutional loyalty 
• Have strong desire to work with musicians and to provide the best customer service possible 
• Ability to interact effectively with Music Director, musicians, stage crew, guest conductors, guest 

artists, composers, staff, and volunteers  
• Ability to handle diverse and varying workloads; willingness to work many nights and weekends 
• Expert at utilizing Microsoft Office software including Outlook, Word, Excel, Publisher, PowerPoint 
• Ability to maintain professional standards while working with highly confidential information 
• Ability to maintain a sense of humor in difficult situations 

 
 



JOB STATUS  
Full-time, Exempt 
 
COMPENSATION 
Compensation will be both competitive and commensurate with experience.  
 
BENEFITS 
Complete benefits package, including 401(k) and health insurance. 
 
APPLICATION PROCEDURE 
Pease send cover letter and resume no later than October 13, 2017 to: 
 
EJeanette@PacificSymphony.org 
 
or by U.S. Post to: 
Pacific Symphony - Eileen Jeanette 
17620 Fitch, Suite 100 
Irvine, CA 92614 
 
Note:  Nothing in this job description restricts management’s right to assign or reassign duties and 

responsibilities to this job at any time. 
Pacific Symphony is an Equal Opportunity Employer. 
 

ORGANIZATIONAL BACKGROUND 
Founded in 1978, Pacific Symphony enriches the human spirit through superior performances of 
classical and symphonic music. It is a highly dynamic and innovative organization, led artistically by Music 
Director Carl St.Clair and operationally by President John Forsyte.  Pacific Symphony presents more than 
100 concerts annually and serves 275,000 community members each year. Pacific Symphony is nationally 
and internationally recognized for performance excellence, strong community engagement through 
education and other programming and the commissioning of new works by contemporary composers.  
Pacific Symphony twice received prestigious ASCAP Awards for Adventuresome Programming, and was 
showcased in the League of American Orchestras' nationally released publication, Fearless Journeys: 
Innovation in Five American Orchestras.  Pacific Symphony's Class Act elementary school enrichment 
program has been honored by the National Endowment for the Arts and the League of American 
Orchestras for its exemplary orchestra education. 

 
Resident for much of the year at the renowned Renée and Henry Segerstrom Concert Hall, the 
Symphony also presents an outdoor summer series.  In the 2017-2018 season, Music Director Carl 
St.Clair celebrates his 28th season with Pacific Symphony, while Principal Pops Conductor Richard 
Kaufman celebrates his 27th season leading the Pops series, which stars some of the world's leading 
entertainers.  Assistant Conductor Roger Kalia leads the popular “Family Music Mornings” series, one of 
the largest self-produced children’s series of any U.S. orchestra and he is the Conductor for the Pacific 
Symphony Youth Orchestra. 

 
For twenty-seven consecutive years the Symphony has balanced its budget and has no accumulated 
debt.  It employs an administrative staff of over sixty professionals.  The current annual operating 
budget is approximately $20 million with nearly $9 million earned through ticket sales, contracted 
services, education programs, the endowment and various other earned sources.  About $10 million of 
the Symphony’s budget is generated through contributed income. 
www.pacificsymphony.org 
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