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Tips for Writing Arts Administration Résumés

This handout is designed for those applying for iagstrative jobs with arts organizations, althougtan also be useful for
musicians applying for other (non-arts related) mistrative or office jobs. Employers seeking itberts administration
positions generally are looking for candidates wiffice experience, computer skills, good writterd aerbal
communications skills, and people who are organizeghonsible, professional, and who have a fasidhknowledge of and
interest in the arts.

|. Basics

« An effective résumé can get you “in the door” &rinterview. Your résumés should provide theleeavith a blueprint of
your most pertinent qualifications, skills and exgeces relevant to the particular job to which goe applying.

« It's typical and recommended for musicians toehagveral versions of their résumé — ones for peeoce, teaching, arts
administration, or “day” jobs. Each one shouldgeared specifically for that type of work.

* The challenge in writing a résumé is to writérdim the perspective of the EMPLOYER’S NEEDS. fadrself in the
employer’s shoes; use the job description to tail@ersion of your résumé to specifically highligbhtr relevant skills and
experience.

« Statistics show that employers spend less thasetnds scanning a résumé, so the design andtfsinoald allow the
reader to take in your most important credentiais glance in order for you to make the best firgiression. Don't write
sentences!

* Use only one page for your résumé. Use two paghsif you have extensive relevant experiencer(§€ars). Generally,
less is more!

« Design a letterhead at the top of the page wotlr yame, address, and telephone number. Choastractive and
professional-looking font so that this stands ot will be remembered by the reader. Use the icnetterhead on your
cover letter and other promotional materials (Sge7p.

II. Content

» Divide your information into categories and usédito set them off. Your choice of categories #gmeorder you put them
in should be tailored to the job description toathyou are responding. Each résumé and cover &teeild be tailored to
the specific needs of the employer as stated ifotheescription. Typical categories for arts auistration résumés are:

Professional Profile Computer Skills Selectediching Experience
Arts Administration Experience Education SeadelcPerformance Experience
Other Administrative Experience Affiliations/Memtships

Related Experience Honors/Awards

« Consider including a “Professional Profile” orkils Summary” as your first item on your résunighis works as a brief
second commercial for the “package” of what yownfhe employer. It can help tie together a wilege of experience
and help “sell” those with less experience or theke are doing a career change. (See the “ProfessProfiles’handout
for more information.)

« Include only information pertinent to the job yare seeking. Arts Administration Experience stia@d first, if you have it.
It's fine to include work you did as a volunteentearn, or student, if it's relevant to the job yauseeking. Any non-arts
administrative work is experience is relevant asisiputer skills and your teaching experiencel{eslast can
demonstrate your interpersonal and communicatidissk

« In listing positions you have held, “bullets” arsed underneath each job to detail what you aclisimepl, and specifically
how you contributed in this position. Bulleteddishould start with an impressive, active verb (&g 7). Do not write
sentences—use phrases instead that specify theakil abilities you demonstrated on the job aatl gantify your
accomplishments.

* Bulleted details should not be a simple listifig@ur duties, or a listing of your responsibilgien the job. Think in terms
of what details will matter to the employer of fbé for which you are applying and quantify and lfugour most
relevant accomplishments. For example, listingitiree office duties” or “general office work” is itieer impressive nor
specific enough to help the reader learn whattaslyou have. Likewise, “Maintained records,h@t nearly as
impressive as “Maintained records and computerdat of 2,000 accounts for service providing regesfu$100,000 per
year.” If the employer is looking for someone wéibecific customer service skills, then detailimgvimany customers you
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served on average per day at a previous job mgythem be more convinced that you are a good catedfdr the
position.

» Dates are used when listing administrative pasgtiand for listing educational degrees, and awab@ges do not need to
be included for performance credits. In using slatems within any category should be presenteevierse
chronological order: begin with the most recent and work back chrogialally. A range of dates can be abbreviated to
2006-07 to simplify and cut down on clutter (as aggd to 2006-2007).

* Including your selected performance experiencarmarts administration résumé may be good to faglilihave room; it
shows you have a thorough knowledge of music, wbashbe important to the job. However, make duséin your
résumeé, cover letter, and interview, you don't ca@omss as someone whose passion and interestdyli]n performing
and that you're applying for this job just to pag tills. The employer may be justifiably concertigat you will be
asking for time off for rehearsals and auditiond #rat you will not make your job a top priority.

* Include ‘References available upon request’ ateihd of your résumé. Your list of reference nastesild not be listed on
the résumé — instead, use a separate page, pnittegour letterhead and title “References” attitye: list three or four
contacts with name, title, institution, address] phone. Reference sheets should not be mailédyaitr résumé unless
specifically requested. When an employer asksdfarences after the initial screening, it means @ being seriously
considered and then you need to contact your mefeseand let them know to expect a call or emaihfthe employer.

[ll. Format

* The order of your résumé categories should reffexinterests of your reader. If you list ediaafirst, the reader will
assume that you are young and have very little réapee.

* Be consistent in how you list information in eagtegory. You have a choice with any job listiaher you start with
your position and then list the organization/ingiin: Marketing Department Assistant, Seattle Syomy, .or else, you list
the organization first, and then your title: Sea8lymphony, Marketing Department Assistant. Peoipt®se the order for
this based on what will look more impressive to phespective employer. In some cases, the title Ineagdvantageous to
see first, in other cases, the institution may ntakebetter initial impression. Whichever ordeuyhoose, you need to use
it consistently for the entire résumé.

* Each job listing should include the title, ingtibn, city, state, and dates. If the institut®name doesn’t clearly identify
what its business is (or if there’s possible coitfu)s then insert an explanatory phrase after Hrae setting it off with
commas (e.g. community music school, or perfornairig series, or non-profit summer arts festival).

* Categories should be in bold (not all caps) dralkl be left-hand justified. Indent .5” (usingblan your computer) to list
information in each category. This helps the readlguickly sort through and find whatever theymnest interested in
reading.

» Format the résumé so that it looks professiasakader-friendly, and is graphically attractivden't be afraid of ‘white
space.’ If you have extensive experience, the mapb question may be: what do you need to leats@that your résumé
isn't crowded with material irrelevant to the emydo.

* For the text content of your résumé use a trawtii “seraph” typeface that's easy to read; sudhese fonts: Palatino,
Times New Roman, or Garamond. Avoid extraneousfoation, i.e., underlines, italics, parenthesed, geriods at the
ends of bulleted phrases. Use the same poinfaiz@ur headings and text, and save the fancy f&ufour letterhead

* Your résumé is always a work in progress. As gaim more experience, you'll add new listings, detkte the less
impressive.

IV. Don't forget...

« Always have someone else proofread the finiskedmé for typos before you have it printed. Yoy méss the most
obvious mistake and then have to reprint it. Mmshputers also have a “spell-check” — use it! lmanake sure to
double-check the spelling of all names (teachemsduactors, etc.).

» Make sure you use a top quality printer (laseality) to print your résumé, and then have it pleoftied onto stationery-

quality paper. You should also purchase matchmglepes, which are usually available at the same svhere you have
your résumé printed.



[Cheat Sheet: recommended format for arts admin résmeés]

Jane Smith,Arts Administrator
Street Address, Phone Number, E-Mail Address

Administrative Experience (this can include internships and volunteer work as well)
Position, Organization, City, State, Date
OR
Organization, Position, City, State, Date
Either start with the position or the institution but once you choose,
use this for ALL your work listings
* List a minimum of 2 bullets briefly describing your accomplishments in the job
* Example: Created marketing plan for ensemble’s 6-concert season
* Example: Managed scheduling for 60 fourth graders in busy after-school lesson program

Other Relevant Experience
(Only include what's is actually relevant for the job to which you are applying)

Education
School, Location
Degree, Graduation date

Example:

New England Conservatory, Boston, MA
Bachelor of Music in Vocal Performance, anticipated 2012

Awards
Place (1st, 2nd, 3rd), Name of award, (any explanation if necessary) city, state, date
Example:
Pressler Music Award, Anywhere, State, 2007-08

Computer Skills
Programs (Microsoft products, Word, Excel, Powerpoint, Outlook)
Typing Skills (for words per minute “WPM,” use the Google a free typing test site)

Notes:

For body text: Use Palatino or Times New Roman for the typeface
Size: 11, (10 in Palatino if you have too much info)

If it goes over 1 page, remove the less relevant listings



Résumé Worksheet

The first step in creating your résumé is to waiéevn as much information as you can about younitigiand experiences.
Start with more than you think you need—you care iadlown to one page later. The order of thegmates will change
depending on the type of job you are seeking. May not have information to put in every categodon’t worry. We've
given you some examples to get you started.

Professional Profile or Skills Summary

This is optional. Some people find it helpful reate a 3-second “commercial” statement of théévemnt skills and
experience and place this at the top of their ré&sulhdescribes “package” you have to offer th@leyer and whets their
appetite to read in detail the resume. Regardiesdether you end up using it on your résumé, tirga profile helps you
focus specifically on what you have to offer an @yer; it helps you present yourself professionallyis particularly
helpful for those with little arts administratiorpgerience or with administration experience thatia direct match with the
job they’re applying for.

An effective professional profile should includeuydop qualities relevant to the position. Thesg/ine computer skills,
management experience, or customer service experiédee the résumé examples in the following pfigesxamples of
profiles.

Arts Administration Experience

Assistant to the Department Chair, New England €orsdory Jazz Department, Boston, MA, 2009-present
* Produced student ensemble concerts and spesfakmances, approx. 30 per yr.
» Wrote program notes for departmental concerts
« Coordinated workshops by Karl Berger, Gary Belcand Gunther Schuller
» Maintained departmental records and computbdae, approx. 100 students, faculty

Concert Organizer, First Metropolitan Church, Ceaidde, MA, 2007-09
« Coordinated and publicized monthly chamber eoinseries, 10 per yr.
« Organized rehearsals, arranged licensing
» Researched, wrote program notes, updated weebsit

Related Administrative Experience

Office Coordinator, Back Bay Financial Group, istreent firm, Boston, MA, 2008-present
» Maintain departmental records and computertaesa, for 4,000 clients
« Assist in formatting and editing quarterly néstter to clients
» Handle customer service: all in-coming clierguiries by phone and in-person visits

Selected Teaching Experience [include if relevant to job—showcases interpers@mal communication skills

Guitar Faculty, New England Conservatory Extengdnsion, Boston, MA, 2008-09
 Taught applied guitar and bass, ages 8-66
 Coached sectionals and chamber ensembles weekly
« Successfully prepared students to enter EastmdrOberlin




Education

New England Conservatory of Music, Boston, MA
Bachelor of Music in Guitar Performance, antiocgza2009

Boston University School for the Arts, Boston, MA
Bachelor of Music performance program, 2007-08 Trafsfer student—did not complete the degree]

[For a degree you received or are expecting tavegchst the year it was awarded or the yearakpected. If you
transferred from a previous school where you didreceive the degree, list the program you werelkt in and
the years you were enrolled.]

Selected Performance Experience [Include highlights, if you have room, to show ydist-hand knowledge of the field]

Ensemble Performance Experience (can be listed like these examples)

New Hampshire Symphony Orchestra

New England Conservatory Symphony, Boston, MA

NEC Tuesday New Music Series, Jordan Hall, BostbA,

Cantor & member, Schola Cantorum, Church of Stnibh Evangelist, Boston, 2003-present
Montreal Jazz Festival

Fogg Museum, Cambridge, MA

Solo Performances

First Congregational Church Concert Series, CargbritA
Jordan Hall, Boston, MA

Knitting Factory, NYC

Harvard Club, Cambridge, MA

WGBH Radio, Boston

Awards / Honors (include city, state, country, and any explanatienessary, plus dates)

Winner, Canadian Music Competition, Toronto, 2007
Scholarship, New England Conservatory, Boston, RIZ)5-06

Professional Memberships

National Association of Teachers of Singing, 2@désent

Related Skills

Fluent in Spanish; Reading ability: French; cosagipnal Italian
Typing WPM: 80

Computer Skills ]

Microsoft Office, Excel, Filemaker, PowerCampus NI




Transferable Skills

Are you curious about working in arts administratar perhaps a field outside of the arts, but nesumecause you lack

administrative experience?

outside of music performance and music teachingt Tdue!

Musicians often fieat their musical experience and training doescoatt in the world

Many of the skills and experiences you've develoge@ musician are valuable in other kinds of oatiaps. It comes down
to how you describe your skills and experience, in y&sumé, cover letter, and in interviews. You neetiranslate” it for
an employer. Below are three columns to demorshaiv you can properly explain your transferabliésskThe first

column shows the actual experience, the secondsshow you can actually write this on your résunmé #ne third column
explains what specific skills your prospective eoyelr will see. A transferable skill is one thahdzse used in more than one
kind of job or professions. For instance, as dettiyou probably wrote term papers. These requinemunication, editing
skills and research skills, very useful in publigitarketing and grant writing jobs, for instand2o your own inventory;
make your own 3 columns to identify your transféeakills.

Your Experience

(What you actually did)

Running my own private studio

Organized my concerts/recitals

Handled publicity

Get the band together on a regular
basis

Make sure we get paid for the gig
or performance

Bring in new members as needed

Make sure everyone has a ride to
the gig and bring equipment

+

Your Résumé Description
(Bullets underneath title)

» Schedule student lessons and
e Curriculum development
» Record and bookkeeping

* Developed programming for public
events
» Wrote program notes

» Wrote press releases
* Created posters/flyers
» Managed mailing list

» Schedule rehearsals and
meetings

« Prepare group for concerts
and special events

* Direct rehearsals and concerts

» Serve as musical director for
ensemble

 Negotiate contracts

» Manage bookings and
financing

* Negotiate fees and manage
payroll

* Interview potential employees

* Hire personnel

* Maintain database of
temporary and on-call
employees

 Organize travel and overall
logistics of concerts

» Handle transportation of large
equipment, equipment rentals

* Assess equipment needs for
concerts

The Trasferable Skill
(Skill which employer sees and
most likely needs in an employee)

Financial management
Entrepreneurial skills
Small business expertise

Event planning
Written communication skills

Communication skills

Public relations
Computer/desktop publishing
Publication design

Organizational skills
Leadership ability
Supervisory skills

Business/negotiating skills
Budget management

Management/supervisory skills
Computer/database skills

Planning skills

Time management
Project management
Events Planning



Action Verbs

Use these words for your résumé, cover lettersitgnaposals in describing your skills, work expede, and
accomplishments. These words can help clarify gpecific work experiences as a teacher, arts aslmator, performer,
researcher, theorist, etc. The right choice ofdsaan produce the most competitive, polished gssibnal image.

Accomplished
Adapted
Administered
Advanced
Advised
Analyzed
Anchored
Anticipated
Applied
Arbitrated
Arranged
Articulated
Assembled
Assisted
Assured
Attracted
Authored
Authorized
Awarded
Balanced
Budgeted
Built
Calculated
Catalogued
Chaired
Clarified
Coached
Collaborated
Communicated
Compared
Competed
Compiled
Completed
Composed
Computed
Conceived
Conceptualized
Conducted
Consolidated
Constructed
Consulted
Contracted
Contributed
Controlled
Conveyed
Convinced
Coordinated
Copyrighted
Corrected
Corresponded
Counseled
Created
Defined
Delegated
Delivered

Demonstrated
Designed
Detailed
Determined
Developed
Devised
Directed
Discovered
Discussed
Distributed
Documented
Drew up
Edited
Educated
Effected
Eliminated
Employed
Enabled
Engineered
Enlisted
Ensured
Established
Evaluated
Examined
Exceeded
Excelled
Executed
Exercised
Exhibited
Expanded
Expedited
Experienced
Explained
Explored
Expressed
Facilitated
Finished
Focused
Formulated
Fostered
Founded
Furthered
Gained
Gathered
Generated
Guided
Handled
Headed
Highlighted
Identified
Implemented
Improved
Improvised
Included
Incorporated

Increased
Influenced
Initiated
Innovated
Inspired
Installed
Instilled
Instituted
Instructed
Insured
Integrated
Interpreted
Interviewed
Introduced
Invented
Investigated
Involved
Judged
Launched
Lectured
Led
Maintained
Managed
Marketed
Mastered
Masterminded
Maximized
Mediated
Mentored
Mobilized
Moderated
Monitored
Motivated
Negotiated
Obtained
Operated
Organized
Originated
Oversaw
Participated
Performed
Persuaded
Pinpointed
Planned
Prepared
Presented
Presided
Produced
Promoted
Proposed
Provided
Qualified
Realized
Received
Recommended

Recorded
Recruited
Redesigned
Referred
Rendered
Reorganized
Reported
Repositioned
Represented
Researched
Reshaped
Resolved
Responsible for
Restored
Restructured
Retained
Reviewed
Revised
Scheduled
Searched
Secured
Served as
Set up
Simplified
Sold

Solved
Sorted
Spearheaded
Spoke
Sponsored
Streamlined
Strengthened
Structured
Studied
Supervised
Supplied
Supported
Surpassed
Synthesized
Systematized
Targeted
Taught
Tested
Theorized
Toured
Trained
Translated
Turned around
Tutored
Undertook
Updated
Was responsible for
Worked
Wrote



Creating Your Letterhead

“Letterhead” refers to your name, profession, asislr& phone info arranged in an attractive grapleisign at the top of all
your press materials — your résumé, bio, presaseke repertoire list, etc. In choosing your te#ad design, keep in mind
that every font style (letter style), has a diffarmok — communicates a different “personality’image — elegant, established,
distinctive, slick, etc. Be careful of too stiff formal a look, and too frilly or cute a look —-nmember that this is most likely
the first impression a concert series presentengsloyer will get of you. Your letterhead shoulhununicate that you're a
professional. Your name should be the largestu~want the reader to remember you. All capitdekstare harder to read
than using both upper and lower case and tend ke y@u look more formal. If your name is long andfifficult to
pronounce, you should choose a plainer, less ofoatéo make it more reader-friendly. Shortemgler names can use the
fancier fonts in larger point sizes. Your addrasd phone are less interesting, so you shouldhpsetin a plainer font that
works well with the font of your name. The computeu produce your résumé on may not have a ldigee of fonts —
experiment with the ones available to you to finel mnost effective letterhead. Here are some exangdlarts administrators’
letterheads.

Christine Taylor
PO Box 411 Your Favorite City, State 02222 (999) 555-1212

christine@christinetaylor.com ® www.chrstinetaylor.com

(typeface is Britannic Bold, 18 pts, address lines are Calibri, 10 pts)

Christine Taylor, arts administrator

PO Box 411 e Your Favorite City, State 02222 « (999) 555-1212
christine@christinetaylor.com ¢« www.chrstinetaylor.com

(typeface is Century Gothic, 16 pts, address lines are Century Gothic, 9 pts)
Line across page is made using Borders, single, under “Format,” in Microsoft, MAC

Christine Taylor
PO Box 411 Your Favorite City, State 02222 (999) 555-1212
christine@christinetaylor.com ¢ www.chrstinetaylor.com

(typeface is Kudasai, 16 pts, address lines are Calibri, 10 pts)

Christine 7‘@/0%, arts administrator

PO Box 411 Your Favorite City, State 02222 (999) 555-1212
christine@christinetaylor.com | www.chrstinetaylor.com

(typeface is Pristina, 20 pts, address lines are Palatino, 10 pts)
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58”3 Anonogmous, arts administrator
1625 Blues Ave., Allston, MA 02211 « (617) 555-847a@me@email.com

Skills Summary

Arts administrator experience with excellent comiation and customer service skills; database nmemagt, desktop
publishing with PageMaker, FileMaker, Microsoft WpClarisWorks; broad knowledge of classical, jdal, and popular
music; creative problem solver and team player.

Arts Administration Experience

Career Services Center, New England Conservafiffice Assistant, work-study position, Boston, M2Q06-09

« Consolidation and reconstruction of music contipeis database of over 2000 listings

» Researched uploaded listings for Bridge: Worldwidusic Connection online jobs database (2800i¢jst 3000
subscribers).

* Collaborated with Coordinator in advising studesatd alumni on multiple aspects of job searchcamneer
management

* Revise and update over 50 music career infoonatihandouts

Music Referral Service, New England Conservat@ffice, Assistant, work-study position, Boston, MZ005-06
» Matched clients’ needs with musicians’ serviftgsveddings, funerals, receptions and special sven

« Fielded clients inquiries and counseled cliemslesired musical styles

» Maintained records/computer database for sepioeiding revenue of ~ $100,000 per year

« Edited promotional brochures

Administrative Assistant, Friends of Chamber Musgiansas City, MO, 2002-05
» Assisted with fundraising and public relatiohsough telemarketing

* Prepared mailings

* Sold tickets and recordings

Computer Skills
Macintosh: PageMaker, FileMaker, Microsoft Wordai@Works
Typing: 100 wpm

Education
New England Conservatory of Music, Boston, MA
Bachelor of Music in Contemporary Improvisatianticipated 2009

Honors/Awards

Recipient, New England Conservatory of Music Sctebigp, 2005-present
Dean’s List, New England Conservatory of Musi@0&-present

References available upon request



Charlotte Hughes. arts administrator
249 Adams St., Apt. #2, Boston, MA (617) 555-12 e @email.com

Profile

Administrative Assistant with three years of offixgperience: computer applications, IBM and Maxsht
typing, filing, data entry, invoicing, and corresigience. Diverse administrative experience in sishaad non-profits, budget
management, supervisory experience, excellent mestservice.

Arts Administration Experience

Administrative Assistant, New England Conservatafrivusic, Finance Dept., Boston, MA, 2006-present
» Maintain Acting-President and President-Desigretpense accounts for FY07

» Handle monthly reports, manage budget, ansveamniimg inquiries, execute regular office functions

» Manage all faculty and employee travel, loggiagg air shuttle tickets

Choir Director, 1st Covenant Church, Dorchester,,M805-07
« Directed adult and children’s choir

« Organized and produced special programs

 Scheduled rehearsals and planned concert series

Music Director, Music & More Summer Camp, Moscow{ N2005

Related Experience

Supervisor, Fleet Bank of Massachusetts, Boston, 2084-05

* Supervised staff of 15

* Processed numerous transactions within a fastdbanvironment
* Provided prompt and courteous customer service
 Performed general office duties including filjigxing, and typing

Selected Performance Experience

Recitals Club Engagements
Jordan Hall Colonial Inn, Concord, NH
Gardner Museum The Strand, Providence, RI

Massachusetts State House

Teaching Experience

Private Instructor, Boston, MA, 2005-present
Teacher, C. Roger Wilson After School Program,dbester, MA, 1994-95

Education

New England Conservatory of Music, Boston, MA
Bachelor of Music in Vocal Performance, 2006

Honors and Awards

Scholarship, New England Conservatory of Musi©206
Winner, Employee of the Month, Fleet Bank, 2005

Computer Skills
WordPerfect, MS Excel, MS Word, FileMaker Pro, AddeageMaker
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St@‘PM@VL Woods, arts administrator

100 Boston RdAnywhere, MA 02115, (617) 555-1212 name@email.com

Professional Profile

Arts Administration experience includes tour andeanble management, as well as customer servicbandffice
skills. Excellent interpersonal and computer skilk-12 teaching experience and music therapisskdackground
in music performance.

Arts Administration Experience

Manager, Massachusetts Youth Wind Ensemble, Bosén,2006-08
» Managed two wind ensembles
« Organized tour of Japan and tour of Ireland
« Coordinated all travel and lodging arrangemémtsours

Audience Service Assistant, Jordan Hall, New Emgdji@onservatory, Boston, MA, 2004-05
* Fielded customer services complaints and caiscer
* Assisted with ticket sales

Teaching Experience

Voice Instructor, Artist in Residence, Wachusetgi®nal High School, Holden, MA, 2003-05
* Private studio of 23 students ages 11-50
« Students competed successfully in All-StatéEastern, and NATS competitions

Music Therapy Experience

Music Therapy Intern, Deveraux Foundation, Rutlavid, 2001-02
* Assisted music therapist with emotionally dibeed adolescent boys in a residential facility

Education

New England Conservatory of Music, Boston, MA
Master of Music in Voice Performance, 2006

Anna Maria College, Paxton, MA
Bachelor of Music in Music Education/ Music Theyagum laude, 2003

Northeastern University, Boston, MA
Undergraduate Studies, 2000-01

Honors

New England Conservatory of Music Scholarship,3206

Anna Maria College Presidential Scholar, 2000-03

State of Maine Governors Award & Blaine House $ahd 999-2000

John F. Kennedy Leadership Award, Massachusetitioo for Higher Education, 2000

References furnished upon request
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Bettina Candidate, arts administrator
2282 Somewhere Street, Apt. 3B Cambridge, MA 02{8D7) 555-1212 name@email.com

Professional Profile

Music director and pianist with extensive manadediectorial, teaching, public relations, andfpemance experience with
American music, theater, opera, and in-school @nogning in major concert venues and academic itistits.

Arts Administration Experience

Founder, The Heritage Trio for American Music, Bos MA, 2007-present
» Manage bookings, finances, and publicity farrbog group
« Develop programs for concerts and tours

Co-producer, American Classics Concert Series,iCiaige, MA 2006-present
« Develop programs for concert series
« Plan annual series and publicity strategiesfinscribers and audiences
 Negotiate publishing and mechanical royalties

Manager/Music Director, Opera To Go, Young Audesiof Massachusetts, Cambridge, MA, 2004-05
» Managed group of 10-13 touring musicians in p8formances per year
* Developed and performed in-school opera apatieci programs for grades K-12
* Acted as liaison between Young Audiences, Oper&o, and sponsoring schools
» Negotiated fees and managed payroll
« Hired personnel, scheduled and directed rehtsars

Music Consultant, Young Audiences of Massachus€tisbridge, MA, 2002-04
« Assisted Artistic Director in supervising nemsembles on the performing roster
» Coached ensembles on educational presentdtjprograms

Selected Performance Experience

Music Direction/Theaters Concert Series/Recitals

Berkshire Theater Festival American ClassicseSeri

Emerson Majestic Theatre American Repertory Tree®pera Premiere, USA
New Repertory Theatre Bank Boston Celebrity &eri

The Proposition Theatre Boston Musica Viva, @@eremiere, Europe

Selected Teaching Experience

Adjunct Faculty, St. John’s Preparatory School, \&gis, MA, 2007-present

Faculty, Longy School of Music, Cambridge, MA, 200resent

Vocal Coach, Opera Workshop, New England ConseryaBoston, MA, 2005

Instructor of Chorus and Drama, Interwood Centeitlie Performing Arts, Kyoto, Japan, 2002-03
Vocal Coach, Boston University School for the ABsston, MA, 2001-02

Education

Brandeis University, Waltham, MA
Master of Fine Arts in Music Theory, 2001

Wellesley College, Wellesley, MA
Bachelor of Arts in Musiogum laude, 1999

Professional Memberships/Affiliations

Affiliate, International Society for the Performirgts (ISPA)
Member, Sonneck Society for American Music
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JENNIFER R1ZZ0O

228 Main St. Ste. 9 Boston, MA 02134 (617) 555-1212 jennifer@email.com

Skills Summary
Arts administration experience with excellent interpersonal and communication skills; attention to detail;
organizational skills; ability to work independently and as part of a team; MS Excel, MS Works, MS
Outlook, and FileMaker Pro.

Work Experience
Office Assistant, student aide/summer staff position, New England Conservatory Career Services Center,
Boston, MA, 2006-present
* Research and update online opportunities database 2300+ entries
* Assist in customer service of 2000+ database subscriber accounts
* Promote office, services, programs
* Assist students, alumni and public visitors in-person, by phone, and email
Stage Crew Supervisor, student aide, NEC Opera Theater, Boston, MA, 2005-present
» Coordinate movement of sets and scene changes during performances
* Supervised staff of 15
* Made props for opera scenes and fully staged productions
Office Assistant, NEC Preparatory School, Boston, MA, 2005-06
* Coordinated full calendar year of concerts, rehearsals, and auditions
» Filing, answering phones, customer service
Waitress, The Library Bar and Grille, Norman, OK 2004-05
Sales Associate, The Limited, Norman, OK, 2002-03
* Sold apparel and accessories
* Took inventory and managed shipments
Sales Associate, The Front Porch, Altus, OK, 1999-02
* Sold antiques and home accents
» Worked in interior decorating for store displays and Gift wrapped merchandise

Teaching Experience
Voice Instructor, Norman, OK, 2004-05
» Taught Private Voice to students aged 7-21
Dance Instructor, Studio One Dance, Altus, OK, 2000-01
» Taught jazz, tap, and ballet in a group setting to students aged 3-6

Computer Skills
MS Excel, MS Word, MS Outlook, FileMaker Pro

Education
New England Conservatory of Music, Boston MA
Master of Music in Vocal Performance, 2007

Middlebury College German Emersion Program, Middlebury, Vermont
Six Week Summer School Graduate, Summer 2006

University of Oklahoma, Norman, OK
Bachelor of Music Performance, 2005

Honors
Recipient, New England Conservatory of Music Scholarship, 2005-06
Dean’s List, New England Conservatory of Music, 2005-06
Recipient, University of Oklahoma School of Music Scholarship, 2001-05

Related Skills
Conversational German, knowledge of French and Italian.
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Formatting Your Résumé — Guidelines and Shortcuts

Fonts: Only fonts with serifs should be used in the boflyour résumé. Serifs are the little flourishestlom ends of letters.
They lead the eye across a line of text, makimg#er to read. We recommend using Palatino anésli(hNB: Times is very
compact and should be used only in 12 pt. text.)

Examples of fonts without serifs: Avant-garde,a\rHelvetica, Futura. These are fine to use asgigour letterhead, but not
in the body of your résumé.

Note: Don't use New York. New York has serifs, buinitorporates a lot of space around every lettéhabit leaves vertical
“rivers” of white space trailing down the page +wdistracting and very difficult to read. Don'teus.

Margins: The absolute minimum margins for a résumé aréngttes for the left, right, and top margins, anihches for the
bottom. Anything less makes the page look crowtfethu need more space, edit your résumé. Alsotdme uneven margins
(e.g. 1.25 inches on the left, .75 on the righit)distracts the eye from the content of the résumé

All caps and underlines: Don't use either. All caps are hard to read. Talep have a “shouting” effect that is
counterproductive — why have a potential employey's distracted by huge headings when you want theead what's
underneath? Bold your headings instead.

Underlines are similarly distracting — don’t usern. They are a holdover from when underlining thasonly way to
emphasize typewritten text. Bolding is a more gtiiorward, legible way to add emphasis to headings

Italics: Italics de-emphasize text. Don't use them for hegslilt's OK to use them for subheadings, espedithere are a lot
of subheadings within a specific category (suchexformance experience). It's also OK to use thentHings likecum laude
andwith honors when listing degrees earned, Raferences Available Upon Request at the bottom of the résumé, and for
composition titles (for composers’ résumés).

Bold Text: Bold shouldonly be used for headings. Do not use it to highlighttjtles, responsibilities, awards, etc. Bolded
text draws the eye. If you use bold for anything ieadings, it will be distracting.

Point sizes: All of the text of your résumé excluding yourtéghead should be in the same point size. We re@mdri0 or 12
point characters. Again, this is to improve ledibiand to draw the eye to tleentent of the résumé,
not the headings.

To summarize: Headings should be in the same point size as#tigrtot in all caps, and bold.

Indents: Information following a heading should be uniféyrimdented so that the reader can find relevdiatrination
quickly. You can do this by hitting the tab buttainthe beginning of every line of text underneatteading. The default setting
for a tab is approximately .5 inches, which is fine

MS Word for Macintosh Formatting Shortcuts

How to get the line shown in our letterhead exampte This looks like an underline but is actually aderplaced
underneath the name in the letterhead. To get it:

1. Type your name

2. Press return to get to the next line

3. With the cursor remaining on the line underhélaé name, highlightormat on the tool bar and
then go t@order on the pop-up menu.

4. Look at the “map” of the page that will appe@lick on the top margin of the page. Then click on
the line thickness you want (we recommeridiha or single).

5. Click “OK.” You're done.

Bullets: Bullets are dots (like this: ) that are useful witisting two or more items (job responsibilities¢.). To get them, go
to “Insert,” and then “Symbol”. This gives you nedreedom with your bullets. However, some pegpéder to use their
program'’s automatic bullets, which you can usellnking on the “Bullets” icon on the tool bar. Theogram will
automatically tab your text over, so use the “Hagdndent” on the tool bar to re-adjust the spaat@vben your bullets and
your text. Be sure to follow the bullet with onmase.

Tabs and paragraph marks: You should have tabs and paragraph marks showeosctieen when you're working on your
résumé so that you space things correctly. Youwlgethis by pressing command-J.

Hdts. Tips/Résumés Arts Admin 10/09
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