
Director of Education 
  
Job Summary – CAPA seeks a Director of Education to create, implement, and provide successful 
oversight and execution for all education programs in accordance with CAPA’s mission and strategic 
plan.  The Director of Education leads and invigorates current education programs with innovative 
strategies, creatively conceptualizes and develops new education programs, and implements and 
executes the new “Jimmy Awards” program.  This position works to build support with various education 
and community partners and is an internal and external advocate for program initiatives, ensuring they 
align with CAPA’s goals. 
  
Responsibilities: 
Programming & Operations 

 Conceptualizes, develops and implements new education programs and collaborations such as 
In-School Workshops, Master Classes, and In-Theatre Programs for Schools. 

 Creates, implements and executes “Jimmy Awards” program. 
 Works with appropriate staff to coordinate programming themes and content for all programs. 
 Coordinates creation of production materials such as program and curriculum books, teacher’s 

guides, and web content. 
 Schedules staff and volunteers to successfully cover all events and programs. 
 Coordinates event logistics.  Ex: Arrange time and date of an in-school master class with the 

school.  Arrange for the guest artist to be present at the school at the scheduled time. 
 Researches and develops new programs and initiatives that support the educational missions of 

CAPA.  
 Stays abreast of current trends and research in music education to identify new opportunities, 

and inform others within the organizations of such trends as appropriate. 
  
Community Outreach & Marketing 

         Cultivates and maintains relationships with community educational leaders, youth organizations, 
and arts organizations.  Utilizes these relationships to maximize program outreach and distribute 
information about programs to target audiences. 

         Ensures educational programming is welcoming and accessible to all. 
         Serves as the CAPA contact for schools.  Coordinates with schools to schedule various school 

programs. 
         Coordinates the creation of marketing materials that will promote the educational 

programs.  Writes copy as needed and works with marketing/graphics to create marketing pieces. 
  
Fundraising 

 Works with Fundraising to identify potential funding sources for programs.  
 Provides educational information and stats as needed for grant requests. 
 Serves as a spokesperson for educational fundraising efforts as needed. 

  
Budgeting/Financial 

 Works with accounting to develop annual education budget, including development of individual 
program budgets as needed. 

 Tracks department expenditures against budgeted figures, and ensures compliance with 
determined budget limits. 

  
  
Requirements: 

 Bachelor’s of Arts or Science degree (BA or BS) from four-year college or university 
 Minimum of five years direct or related experience assessing, developing and managing 

educational programs; or equivalent combination of education and experience. 
 Ability to work a flexible work schedule; evening and weekend hours may be required based on 

programming needs. 
  



Knowledge, Skills, and Abilities: 
 Excellent written and oral communication skills 
 Ability to work collaboratively, work under deadlines, and understand basic budgeting and 

financial oversight concepts.  
 Ability to demonstrate flexibility, tact, and diplomacy with all internal and external interactions. 
 Proficiency in computer skills is required, and knowledge of basic software programs including 

Microsoft Windows, Word, Excel, Outlook, and PowerPoint. 
  
 
Special Information - This position requires a satisfactory background check. CAPA will determine the 
level of background check required based upon current industry standards for individuals working with 
children. 
  
 
To Apply: Email resume, cover letter, and salary requirements to hr@capa.com 
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