Boston University Tanglewood Institute BC

Job Description

SCHEDULING AND ACADEMIC SERVICES COORDINATOR
(9 Weeks, June 14-August 19, 2026)

Boston University Tanglewood Institute (BUTI) is recognized internationally as a premier summer training program for
aspiring young musicians and is the only program of its kind associated with one of the world’s great symphony orchestras.
Under the guidance of distinguished professionals, and in the presence of the Boston Symphony Orchestra (BSO), students
are immersed in an atmosphere of extraordinary music making fueled by high artistic standards, rigorous programming, and
a rich legacy of learning and performance.

Responsibilities

The preferred candidate for this position is able to multitask and balance competing priorities with minimal supervision. They are
exceptionally detail-oriented and organized, have strong written and verbal communication skills, and are able to interface with
students, faculty, and staff at all levels, and exudes professionalism in all interactions and correspondence. This position works
closely with the BUTI Manager of Education and Programming on a variety of production initiatives, and provides administrative
support to the Executive Director.

e Oversee academic operations and serve as the main point of contact

e Greetindividuals, answer phones, and respond to email messages on a daily basis; maintain office supplies inventory
e Provide administrative support to Senior Leadership

e Manage facilities scheduling requests; generate, post, and update program schedules as directed

e Liaise with Student Life Office and various faculty and staff across multiple programs

e Liaise with the student body regarding academic issues and questions

e Provide support for special projects and development initiatives, including producing itineraries, greeting guests, and
managing logistics

Manage day-to-day needs of campus, including equipment checkouts, schedule posting, and facilities information
Manage instrument repairs (prior experience is not required)

Act as visiting/guest artist liaison and point person, and assist with guest artist/vendor payments

Work registration days and concert days, as assigned

Manage international student check-in

Other responsibilities as assigned

Compensation includes stipend of $5,000, housing, weekday lunch, and a Tanglewood Lawn Pass for the summer.

Apply online for this and other summer positions at www.bu.edu/cfa/tanglewood/employment. A cover
letter outlining your interest and qualifications along with a work resume are required.

Boston University prohibits discrimination against any individual on the basis of race, color, religion, sex, age, national origin, physical or mental disability, or because
of marital, parental, or veteran status. This policy extends to all rights, privileges, programs, and activities, including housing, employment, admissions, financial
assistance, educational and athletic programs. Boston University recognizes that non-discrimination does not ensure that equal opportunity is a reality for all
employees, applicants for employment and students. Because of this, the University will continue to take affirmative action to ensure that employees and students
alike are treated equally during their employment and/or matriculation. Inquiries regarding the application of this policy should be addressed to the Assistant Vice
President for Human Resources, Office of Equal Opportunity, 25 Buick Street, Boston, MA 02215, 617.353.4477.
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