
Position Description 

TITLE:  Assistant to the Director & Board Liaison 

STATUS:  Full-time, Year-round 

REPORTS TO:     Director  

DEPARTMENT: Company Management 

WORKS WITH: Deputy Director, Associate Producer, Department Directors, Office Manager, Visiting Artists, 

and Board of Trustees 

Jacob’s Pillow seeks an Assistant to the Director & Board Liaison  to join the Company Management team and 

work closely with/report directly to the Director of Jacob’s Pillow. This position supports the Director in 

coordinating schedules, travel, logistics, hospitality, and special events on her behalf and in conjunction with 

other staff as appropriate.  As the board liaison, the position sends all board-related communications and 

organizes board and committee meetings, records, and events, working closely with the Deputy Director and 

Director of Philanthropic Engagement. Additionally, this position will serve as a curatorial assistant to the 

Director and Associate Producer and coordinate the pipeline for artists being considered for presentation 

including providing research assistance, with a focus on artists being considered for presentation in the 

Inside/Out Performance Series.  This position will also be considered a member of the company management 

team and will take on special assignments as time allows.  

RESPONSIBILITIES 

Assistant to the Director: 
● Coordinate the Director’s calendar and travel arrangements.
● Organize and maintain the Director’s files.
● Write, organize, and maintain correspondence - personally and on behalf of others.
● Coordinate meetings and events on behalf of the Director.
● Help maintain the organization’s Master Calendar and other organizational planning calendars.
● Scribe full-staff and department head's meetings, and work with Deputy Director on logistics.
● Provide hospitality for Director’s guests.
● Provide assistance with expense tracking, submission of receipts, and travel reimbursements for the

Director.
● Assist with logistics for, and preparation of organization-wide meetings, orientation, and events as

needed.
● Duties and special projects as assigned.

Board Liaison: 
● Manage logistics for all Board and Committee meetings, including serving as the go-to person for Board

members for administrative questions, and communicating to Directors, department heads, and
philanthropic engagement staff on a regular basis.

● Scribe for all Board meetings and Board committee meetings.
● Maintain Board files.
● Manage Board contact updates in all databases, and Board manual.
● Prepare routine Board communications and updates.
● Assist with event coordination as it relates to the Board of Trustees.
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● Process all Board ticket orders for the duration of the year.

Program/Company Management Assistant: 
● Act as a programming research assistant to the Associate Producer and Director.
● Organize and respond to artists' submissions.
● View and evaluate artist submissions for the Inside/Out Performance Series including attending the

Association of Performing Arts Presenters Conference in New York, in January 2020.
● Serve on curatorial team that finalizes the Inside/Out Performance Series.
● Serve on the creative team for programming the Festival and other special projects.
● In collaboration with the Community Engagement Fellow, coordinate all aspects of Community Day

including evaluating artists to perform.
● Act as project lead for specific initiatives.
● Assist Company Management with the coordination of artist logistics year-round as assigned.
● Provide hospitality to visiting artists and logistical support year-round as assigned.
● Assist in processing contracts and paperwork for artists.

REQUIRED QUALIFICATIONS 
● Bachelor’s degree, or equivalent
● Two years of administrative experience, preferably in a cultural institution
● Strong attention to detail and excellent interpersonal skills
● Willingness to be helpful and adjust priorities in a moment’s notice
● Demonstrated proficiency with standard office software applications and customer and/or fundraising 

databases
● Must have a dance background

 SKILLS & QUALITIES 
● Results-oriented
● Aptitude for problem-solving
● Flexibility
● Ability to work independently and exercise judgment

Salary is commensurate with experience and in keeping with a not-for-profit pay scale. 

TO APPLY 

Please email cover letter, resume, and references to hr@jacobspillow.org with “Assistant to the Director & 
Board Liaison” in the subject line.  

All inquiries and materials will be confidential. Please do not mail hard copies. 

ABOUT JACOB’S PILLOW 

Jacob’s Pillow is committed to providing an inclusive, diverse, accessible, and equitable environment that 

cultivates the celebration of the art of dance and its positive impact on communities. Jacob’s Pillow’s mission is 

to support dance creation, presentation, education, and preservation; and to engage and deepen public 

appreciation and support for dance. Organization-wide values include inclusion, leadership, integrity, flexibility, 

partnership, and sustainability. Learn more about Jacob’s Pillow, its mission statement, and its values here. 

Jacob’s Pillow is a registered 501(c)(3) not for profit organization that provides equal opportunity for all 
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employees and applicants for employment without regard to race, color, creed, religion, gender, sexual 

orientation, national origin, age, marital status, mental or physical disability, pregnancy, military or veteran 

status, or any other basis prohibited by state or federal law. This policy also prohibits employees from harassing 

any other employee for any reason including, but not limited to, race, religion, sex, national origin, age, or 

disabled status. 

 

Jacob’s Pillow is a National Historic Landmark, recipient of the National Medal of Arts, and home to America's 

longest-running international dance festival, currently in the midst of its transition to becoming a year-round 

center for dance through a five-year strategic plan titled Vision ‘22. Each Festival includes more than 50 national 

and international dance companies and over 500 free and ticketed performances, talks, tours, classes, exhibits, 

events, and community programs. The School at Jacob’s Pillow is one of the field’s most prestigious professional 

dance training centers. The Pillow provides professional advancement opportunities across disciplines of arts 

administration, design, video, and production through seasonal internships and a year-round Administrative 

Fellows program. With growing community engagement programs, the Pillow serves as a partner and active 

citizen in its local community. The Pillow’s extensive Archives, open year-round to the public and online at 

danceinteractive.jacobspillow.org, chronicle more than a century of dance in photographs, programs, books, 

costumes, audiotapes, and videos. 
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