Organization:              

Chinese Fine Arts Society (CFAS)     

Position Title:


Part-time administrator 

Location:


1312 South Michigan Avenue, Chicago

General Description:

The Chinese Fine Arts Society is seeking a motivated, self-driven individual with excellent organizational and interpersonal skills to work with an experienced team to produce our annual Music Festival in Honor of Confucius.  Under the direction of our Music Festival Director, the intern will assist in all aspects of the planning and production of the music concert and the winners’ concert.  The administrator will also assist in general administration for CFAS during periods when there is low activity level for the Music Festival.  

Qualifications:

· MUST BE eligible to work in the United States to meet the requirement of employment eligibility verification.
· Excellent organizational, verbal and written communication skills in English
· Working knowledge of MS Word, MS Excel and MS Access 
· Some music performance or music appreciation background (desired)

· Self-motivated and works well independently

· Some Chinese language skills a plus (verbal)

Time requirement:

· 15-40  hours per week. Must be willing to work flexible hours. 

· Driver’s license is a plus

Compensation:

$12.00 per hour

Please send resume and cover letter to:

Kun Yan

Sherwood Music Conservatory

1312 S Michigan Ave.

Chicago, IL 60605

The Chinese Fine Arts Society

The Chinese Fine Arts Society was founded in 1984 as a 501(c)(3) non-profit organization dedicated to promoting the understanding of Chinese culture through music and other fine arts.  
