Burgess Hill Symphony Orchestra – Job Specifications

The aim of these specifications is to:-

· Achieve agreement as to responsibilities of all contributors. 

· Provide a guide for the benefit of future committees.

· Show where jobs need adjustment in scope either because they have grown too big or have become too fragmented.
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Musical Director

Orchestra musical development

Concert music selection - inviting inputs from the orchestra

Rehearsal schedule definition - including sectionals and bowing definition deadline

Appointment of section leaders

Agree desking with section leaders

Vet new player applicants for suitability

Set rehearsal discipline rules

Rehearse Orchestra to concert standards - arranging for stand-in when unavailable

Conduct Concerts

Book soloists - within agreed budgets - advising the Secretary of the agreed fee/rehearsal commitments etc for formalisation with them

Book concert extras – within agreed budgets - advising the Treasurer for cheque preparation and the Programme co-ordinator for programme inclusion

Select and rehearse Patrons` evening music - and act as Master of Ceremonies for the event

Assist in additional events promoting the orchestra externally

Attend committee meetings by agreement

Present Musical Director report to AGM

Specific additional jobs held 2015 – 2016:-

Undertake concert poster design on behalf of Publicity

Chairman

Committee member and Charity Trustee

Signatory on bank accounts

Chair committee meetings 

Chair AGM and present Chairman report

Main interface between the committee and the Music Director

Orchestra development – organisation, fund/profile raising, community involvement and local music scene publicity co-ordination

Host concert guests

Approve invoices relating to Chairman area of responsibility before submission to Treasurer for payment

Specific additional jobs held 2015 – 2016:-

Printer liaison

Secretary

Committee Member and Charity Trustee

Signatory on the bank accounts

Committee and AGM agendas & and minutes

URC Hall bookings - and URC Church for Sectionals

St Andrew`s Church and Community Centre bookings

Orchestra correspondence

Undertake specific jobs/projects as agreed with the committee

Assist in additional events promoting the orchestra externally 

Update BHSO letterhead when necessary and circulate to committee and Music Director

Approve invoices for Secretary area of responsibility before submission to the Treasurer for payment

Notice board administration

Formalise contracts with soloists.

Initiate invites for external help e.g. Front of house/Raffle/Cake/Boys Brigade/ Town Crier/Refreshments

Specific additional jobs held 2015 – 2016:-

Key holder for URC rehearsal hall

Treasurer

Committee member 





Trustee of the Orchestra charity in accordance with Charity Commission rules

Signatory on bank accounts


Manage & record all expenses and income

Pay approved invoices and expenses within defined payment terms or within two weeks for orchestra members
Organise funds handling and floats for the concerts, patrons evening and
weekly rehearsals 
Check list of extra players on concert day, and ensure that their bank details are correct
Prepare and distribute payment for the Musical Director, leaders, soloists and extras to Committee approved amounts. Distribution to be immediately after the concert
Update each committee meeting with the current and predicted year-end financial status together with financial breakdowns of concerts/events
Recommend the annual subscriptions to be paid by members and the fees to be paid to the Music Director & Leaders

Prepare year-end accounts (31st July) for auditing/AGM presentation and Charity Commission submission, following committee approval

Select an Auditor and support the auditing process
Prepare and submit Gift Aid and Tax reclaims to the Inland Revenue

Submit applications for Grants to Councils, Music Charities etc.

Arrange public liability insurance and display certificate of insurance

Arrange Making Music membership

Arrange FOSPAL (Music library) membership 

Assist in events promoting the orchestra externally 

Patrons` Secretary

Manage all aspects of the relationship between the Patrons`/ Business Patrons` and the orchestra
Initiate date setting for annual Patrons` event and book venue

Recommend subscription levels/membership terms to the committee and manage annual renewals

Lead efforts via orchestra members to increase Patrons` and Business Patrons` numbers

Organise the annual Patrons` event - subcontracting tasks to others as necessary
Organise Patrons` related issues at concerts including event publicity, Patrons` programmes, Patrons` page content and Business Patrons` artwork in programme

Assist in additional events promoting the orchestra externally

Attend committee meetings and report on Patrons` issues

Provide regular updates to the Treasurer of expected income & expenditure for all Patrons` related issues

Approve Patrons` related invoices and expenses before submission to the Treasurer for payment

Librarian

Research the most cost-effective source of music (hire, purchase or borrow) to meet rehearsal schedules - and prior string bowing definition needs 

Photocopying (for home rehearsal only) when insufficient printed copies are available for one part each desk

Track music issue by name  

Post music to extras, checking receipt and confirming details of rehearsal and concert

Arrange collection of music post concert - seek recovery of any missing parts

Provide regular updates to the Treasurer of expected expenditure for library related issues

Approve Library related invoices and expenses before submission to the Treasurer for payment

Provide report to committee meetings  

Assist in additional events promoting the orchestra externally

Publicity

Utilise print and web based media outlets to achieve maximum pre-concert and year round general publicity, including:-

Press - Place paid block ads in Mid Sussex Times & Citizen

Write and ensure placement of concert related preview article with photos/personal interest stories etc to Mid Sussex Times, Citizen, Argus & West Sussex County Times.

Invite a local reviewer to attend concert and write/publish a review. 

Utilise “Forthcoming Events” listings in Mid Sussex Times and other free magazines and town directories

Radio - Brief local Radio Stations with the aim of them mentioning our forthcoming concerts

Displays - Book and organise displays in local libraries/help points

Posters/Handbills - Manage the printing and effective distribution of posters & handbills via members for maximum publicity effect

Banner - Manage the design, production and display of concert related banner in the Martlets shopping centre

Note: Steve Armitage has volunteered to continue to undertake this on behalf of Publicity

BHSO Web Site – Update with forthcoming concert details and send details to relevant web sites (WSCC, BHTC etc)

Invite agreed list of dignitaries to concerts (e.g. Chair MSDC/BHTC Arts Officers & other deserving cases) - ensuring seats are reserved on the evening
Approve Publicity related invoices before submission to the Treasurer for payment

Assist in additional events promoting the orchestra externally

Membership Secretary

Maintain membership lists with contact details and the member only access part of the web site - (telephone and email only for web site) 

Recommend annual membership fees to the committee and communicate agreed fee structure to members each year

Collect membership fees and undertake general membership liaison

Lead efforts to develop orchestra membership, specifically targeting identified vacancies - utilise free press opportunities, web site, library databases & local music related organisations/activities 

Act as contact point for new member enquiries – noting need for Music Director approval 

Keep current and issue a “welcome leaflet/membership card” to introduce new members to the orchestra “rules & responsibilities”

Edit and issue regular newsletters to orchestra members to keep them current with future event/dates/concert programmes etc

Approve Membership related invoices before submission to the Treasurer for payment

Assist in additional events promoting the orchestra externally

Programme Co-ordinator

Responsible for co-ordination and production of high quality concert programmes to agreed time-scales and numbers including:-

Paid Adverts, programme, list of players, introduction, biographies, programme notes, Patrons` and Business Patron`s listings, acknowledgements, printer liaison and proof reading.

Provide programme inserts to orchestra members at concert rehearsal

Provide agreed number of programmes to Patron`s Secretary in advance of concert – rest for door sales

Approve any Programme incoming invoices prior to submission to Treasurer for payment.

Identify Paid Advertiser details/agreed prices to the Treasurer for invoicing purposes.

Lead the efforts to obtain more paid advertisers via the orchestra membership

Orchestra members

Attend rehearsals – if unavoidably prevented from attending, convey apologies via the section leader

Sign in at rehearsals and mark up any future rehearsal/concert/event dates when you know you will be unable to attend

Keep notes of rehearsal inputs from the conductor and section leaders and pass to absent colleagues 

Respect rehearsal disciplines as set by the Music Director

Take responsibility for issued music and return in good order after the concert

Undertake concert publicity by poster distribution

Undertake allocated concert day and general jobs in support of the Orchestra

Support the annual Patrons` event by musical (or other) contributions and/or via organisational support.

Practice and enjoy!

Front-of-House

Ensure that the Health and Safety requirements stipulated by the Church are met - specifically, emergency equipment, coned area for Emergency Services vehicles and external lights

Arrange reserved parking for dignitaries

Set up and man table at door to check and sell tickets and programmes and man the door throughout the concert 

Arrange reserved seats for invited guests

Meet and Greet audience

Maintain emergency drill procedures for blackouts, fire, evacuation and medical emergency and promulgate to all those assisting with front of house duties including the Boys Brigade or Scouts.

Ensure that there is a designated first-aider present

Fully brief front-of-house staff in respect of fire extinguisher locations and how to use them

Ensure that a risk assessment is carried out prior to the concert and kept on file

Concert Tickets

Manage the design, print and issue of concert tickets to the orchestra, help point, invited guests, VIP`s and Patrons` Secretary

Lead efforts to maximise sales via the orchestra with assistance from the Music Director and other committee members, providing regular feedback to the committee and orchestra on sales progress.

Committee as a whole

Trustees of the Orchestra Charity and responsible for compliance with Charity Commission regulations

Responsible for all aspects of running of the orchestra with the exception of matters the responsibility of the Music Director

Responsible for compliance with submissions to the Inland Revenue

Responsible for attending committee meetings and reporting status/issues 

Note: A number of Major areas of responsibility (and discrete jobs) are not represented on the committee in 2015/2016
For these areas written reports to committee meetings will be requested when relevant

Section Leaders

Responsible for own section co-ordination - including rehearsal attendance, promulgation of conductor inputs to absent members, issue and return of issued music

For string section leaders: responsibility for co-ordination with the leader to issue bowing definition to sections to timescales set by the Music Director

Establish, in conjunction with the Music Director, desking arrangements for section members – inclusive of extras for concerts

Ensure marked up music is available for extras at the concert

Organise sectional rehearsals where necessary

Attend rehearsals, appointing a suitable deputy for unavoidable absences

Rehearsal Leader

Lead other string section leaders to establish complete bowing definition for issue to each string player by the date set by the Music Director

Issue any changes to the initial bowing issue as discrete, tracked changes 

Advise string players on techniques

Attend rehearsals, ensuring that, for any unavoidable absences, a suitable deputy attends
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