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symphony

kedrick armstrong, music director

Position: Music Librarian
Department: Operations
Reports to: General Manager
Supervises: N/A

Organizational Summary

The Oakland Symphony has been a cultural cornerstone of the Bay Area for nearly a century,
championing diversity, inclusivity, and community engagement. From appointing the first African
American music director of a major U.S. orchestra in 1978 to fostering LGBTQ+ leadership, the
Symphony has continually expanded the reach and impact of classical music. For decades, the
Symphony, together with its Symphony Chorus, Youth Orchestra, and MUSE program, has been at the
forefront of diversifying its repertoire and ensuring relevance and accessibility across generations of
East Bay audiences. With a robust focus on music education, the Symphony also provides free music
education to over 1,500 students in Oakland public schools.

Position Summary

The Music Librarian manages all aspects of the Symphony’s music library operations, serving the
professional orchestra, youth orchestra, and chorus. This role is responsible for the timely
procurement, preparation, distribution, and archiving of music materials, and acts as a key liaison
among conductors, musicians, and administrative staff.

Responsibilities
® Procure, rent, or purchase music to meet program needs
e Track incoming and outgoing materials; maintain shipping records
e Inspect music for completeness and condition; ensure timely returns and copyright compliance
® Prepare music by editing, proofreading, and marking string parts in collaboration with
conductors and soloists
e Distribute parts to the concertmaster and string principals in advance for bowing and rehearsal
preparation
e Assemble and arrange music folders; ensure accuracy and legibility
Arrive early to rehearsals and concerts to manage distribution and handle last-minute
adjustments
Collect music following each service
Implement corrections and bowing changes post-rehearsals as needed
Maintain and repair music and folders; catalog and file purchased works
Track borrowed items and maintain accurate inventory
Manage the Archive 440 database and provide updates to staff as needed
Assist with budgeting, vendor quotes, and spreadsheet management
Process payments for music and supplies



Report repertoire to ASCAP, BMI, and SESAC; manage related license fees
Prepare music for auditions and chamber performances

Maintain publisher catalogues; research availability and pricing

Secure necessary equipment, instruments, licenses, and permits

Qualifications
Required:
e Minimum one year of experience in a professional orchestra, ballet, or opera library
e Strong knowledge of orchestral repertoire, musical notation, clefs, and transpositions
e Excellent organizational and communication skills
Ability to work independently in a fast-paced environment
e Comfortable working with diverse individuals under pressure
e Proficiency in Microsoft Office and music notation software

Preferred:
e Advanced degree in music or a related field
® Experience performing in professional orchestras
e Experience with music cataloging and licensing

Physical Demands & Work Environment
e Approximately 80% desk/computer work and 20% physical tasks (standing, lifting up to 35 Ibs)
® Primarily indoor work, with occasional outdoor summer concerts
® Moderate to low noise levels

Schedule & Location

e Approximately 15 hours per week during non-concert weeks, including one weekday during
business hours

e Increased hours during concert weeks (approximately 8 per year), including evenings and
weekends

® Primary work locations: 1440 Broadway and the Paramount Theatre in Oakland, CA

e Flexible hours and hybrid work available (in-person attendance required for all rehearsals and
concerts)

Compensation
e $25,000-$35,000 | Part-Time | Flexible Schedule + Hybrid Work Options

To Apply
® Please complete the application form and submit a cover letter, résumé, and references to Sara
Vreeland, General Manager, at jobs@oaklandsymphony.org. Applications will be reviewed on a
rolling basis until the position is filled.
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