
 
 

 

 

JOB DESCRIPTION & PERSON SPECIFICATION 
 

1.  JOB DETAILS 
 

Job Title:     Concert and Orchestra Assistant  
Dept/Faculty:      Concerts 
Location:      Royal Academy of Music 
Responsible to:     Senior Concerts and Orchestra Manager 
Dimensions:  Responsible for supporting the operation of the 

Academy’s Orchestral and Ensemble activities.  
Internal/external contacts: Internal: Academy Students, Heads of principal study and 

academic programmes, Tutors, Recording team, Estates 
(including Room bookings and Box Office) & Stage 
Management team, Head of Piano Technical Services, 
Noise team and wider Concerts team.  

 External: visiting conductors and instrumentalists, 
professional musicians and diary services, instrument hire 
companies, external rehearsal and concert venues, 
external promoters. 

 
 

 

2.  PURPOSE OF THE JOB 
 
 

The Concert and Orchestra Assistant assists with the delivery of the Academy’s orchestral and 
ensemble programme of activity as well as the running of chamber music concerts and prizes, to 
ensure that a first-class experience of performance activity is offered to our students as part of their 
training for professional life.   
 
Reporting to the Senior Concerts and Orchestra Manager, this role exists to support the operations of 
the Concerts team in sharing the administration of projects, managing rehearsal attendance, assisting 
with concert and prizes management, allocating personnel to projects and working with Heads of 
Departments in booking professional musicians as sectional coaches. 
 
 

 

3.  KEY ACCOUNTABILITIES 
 

• To act as Orchestra Manager for specifically assigned projects including String Orchestra, 
Orchestral Repertoire Workshops, Wind Brass and Percussion repertoire sessions and to 
share rehearsal management with the rest of the team for other projects. Stage 
management will also be required at certain rehearsals/concerts and at offsite venues. 

  

• To assist the Concerts and Prizes Administrator with the concert management of chamber 
music concerts and prizes. 



 

• To project manage, coordinate repertoire selection, allocate students and book conductors 
for first year String Orchestra and Orchestral Repertoire Workshops. 

 

• To book non-orchestral students where required for all Orchestral and ensemble projects 
(e.g. piano, jazz, accordion, guitars) and produce a termly report on clashes for all students 
with other Academy pre-scheduled activities/classes. 

 

• To assist the Concert and Orchestra Managers with fixing deputies for orchestra and 
ensemble projects. 

 

• To assist the Orchestral Librarian with music preparation including bowings. 
 

• To book sectional coaches for orchestral projects in consultation with Heads of 
Departments. 

 

• To produce weekly rehearsal schedules.  
 

• To schedule and coordinate termly orchestral placement auditions and auditions for 
collaborative schemes with professional orchestras.  

 

• To coordinate the annual programme of audiometry for new students. 
 

• To produce annual orchestral profile reports for orchestral students for the purposes of 
assessment. 

  

• To input all approved Leave of Absence Requests into OPAS and file paper copies.  
 

• To process financial paperwork to include invoicing customers as required, processing 
payments of invoices and the Concerts’ Department pay claims.  

 

• To assist the Director of Artistic Planning with administrative support on programming and 
producing of concerts series.  

 

• To attend and minute regular committees where required 
 

• To carry out any other duties as are within the scope, spirit and purpose of the job, as 

requested by the line manager. 

 

 
4.  NATURE & SCOPE 
 
The Royal Academy of Music is an institution of world renown, training 800 students from over 50 
countries in over 20 musical disciplines and ranked first in the 2018 Guardian University rankings for 
music and the Good University Guide. Britain’s oldest conservatoire, established in 1822, the Academy 
is resolutely committed to the future and shaping contemporary musical life through the students we 
teach, the events we host, the recordings we produce, our research and by nurturing an engaging 
community that is open to everyone. Our alumni include Sir Elton John, Dame Evelyn Glennie, Annie 
Lennox, Michael Nyman and Sir Simon Rattle. 
 
The Concerts Department is at the heart of all performance activity at the Royal Academy of Music. It 
co-ordinates a busy schedule of around 100 orchestral/large ensemble projects and 250 concerts 
annually both within the Academy and further afield, as well as collaborating internationally with 
professional partners in major orchestras, festivals and venues. Academy students benefit from 



regular projects with conductors and artists at the very top of the profession, including our regular 
guest conductors Semyon Bychkov, Sir Mark Elder, Edward Gardner and Trevor Pinnock, as well as 
many eminent professors and visiting professors.  
 
It is a busy department of eight staff, each dedicated to ensuring the highest quality presentation of all 
musical events and the implementation of the Academy’s orchestral and ensembles policies. This role 
exists to support the orchestral and ensemble operations of the team in sharing the administration of 
projects, managing rehearsal attendance, allocating students to projects and booking sectional 
coaches as well as assisting with the concert management of chamber music concerts and prizes. 
Frequently problems need to be solved on the spot e.g. lateness or illness of musicians. 
Replacements or interim measures need to be sought and secured without delay so as not to affect 
the end result of the project. 
 
Flexibility will be required by the post holder for regular evening and weekend work as many rehearsal 
sessions begin at 6pm or 6.30pm and attendance is required backstage at concerts. 
 
 

 

5.  GENERAL 
 
1. This job description reflects the present requirements of the post. As duties and responsibilities 

change and develop the job description will be reviewed and be subject to amendment in 
consultation with the post-holder. 

 
2. The safeguarding and welfare of our students is at the heart of our institution. We require all staff, 

students and volunteers to commit to the safeguarding and wellbeing of our students, in 
accordance with the Academy Ethics and Conduct policy, Code of Practice, and Safeguarding 
Policy. Reporting of any concerns, anonymous or named, can be made through the Report & 
Support system at https://reportandsupport.ram.ac.uk/. 

 
3. All employees have a duty to comply with the Academy Equality, Diversity & Inclusion policy, and 

to promote and advance equality, diversity and inclusion policy throughout the duration of 
employment. 

 
4. You are required to periodically familiarise yourself with Academy employment policies and 

procedures, and act in accordance with them. These can be found on SharePoint, the Academy 
intranet, at the link below. By accepting the contract and job description, you agree to this.  
https://royalacademyofmusic.sharepoint.com/sites/HR 

  

https://reportandsupport.ram.ac.uk/
https://royalacademyofmusic.sharepoint.com/sites/HR


PERSON SPECIFICATION 

 
Job Title:   Concerts & Orchestral Assistant   Grade: 3 
Department:  Concerts      Date: June 2022 

 
 
ATTRIBUTES 
 

 
ESSENTIAL 
 

 
DESIRABLE 
 

Skills 
Knowledge 
competencies 

Practical experience of the workings of an orchestra and 
ensembles, orchestrations and a wide range of repertoire. 

Excellent administrative skills, and the proven ability to 
manage a large and varied workload, coordinate a number 
of projects and tasks with competing deadlines and a 
strong ability to prioritise and solve problems. 

The ability to communicate clearly and effectively, orally 
and in writing, with different audiences and stakeholders. 

Good working knowledge of MS Office applications, 
including Word and Excel. 

Experience of working 
on ASIMUT and OPAS. 

 

 

Experience Experience gained working within an arts administration 
organisation. 

Experience of managing musical events. 

Practical experience of concert and stage management. 

Experience of the 
workings of a music 
conservatoire. 

Experience of dealing 
with students and 
professional musicians 

Qualifications 
Training 

Degree in Music First-Aid at Work 
qualification 

Personal  
Qualities and 
Attributes 

Highly motivated with the confidence and initiative to 
problem solve and deal with challenging situations. 

Excellent communication skills at all levels  

Impeccable attention to detail.  

Enthusiastic individual who will thrive in a busy atmosphere 
with the ability to work under pressure and be calm and 
positive at all times. 

Good team working skills.  

Ability to balance tact and diplomacy with assertiveness 
around conflicting priorities. 

Physical strength to lift e.g. transport crates of music stands 
to other venues and move pianos/harpsichords and set up 
orchestra seating in venues/at times where support may 
not be available. 

 

 

 

 
The Academy will shortlist for interview any candidate who has identified 
a disability and demonstrated that they meet the essential criteria listed 
above. 

 
 


