
ORGANIZATION OVERVIEW 

Pro Musica Youth Chorus provides musical training and rare performing 
opportunities through a choral program led by professional musicians. Children 
ages 3-18 sing in five ensembles led by highly trained conductors and 
professional accompanists. Weekly rehearsals, a schedule of 10–15 
performances annually, and youth empowerment programming combine to give 
Pro Musica singers a positive life-changing musical experience that they carry 
through the rest of their lives. 

Pro Musica Youth Chorus was founded in 1990 in Oak Park, IL. The Chorus 
expanded quickly into a multilevel organization supported by an artistic and 
administrative staff and a Board of Directors, serving children from the Greater 
Chicagoland area.  
 
PMYC performs in a variety of venues, in community and ecumenical events, and 
professional engagements. PMYC sings regularly with the Joffrey Ballet at the 
Auditorium Theatre, the Symphony of Oak Park and River Forest at Orchestra Hall, 
The Oriana Singers and City Voices. Pro Musica additionally collaborates with other 
local youth and adult musical and arts organizations.  

PMYC has been the Featured Choir in the National Children’s Choir Festival at 
Carnegie Hall. They have a history of international touring, including trips to England, 
France, Italy, Spain, Portugal, and Morocco. They have sung in London, England at 
Westminster Hall for the New Year’s Day Celebration, and for the Lord Mayors of 
London. 

 

POSITION OVERVIEW 

The Executive Director has responsibility for the overall leadership, planning, and 
management of non-artistic operations of the chorus. 

The Executive Director works with the Board and Artistic Director in developing 
and implementing the strategic plan and programming activities (including 
financial management, human resources, fundraising, program development, 
marketing and communication) in support of the Chorus’ mission, artistic vision, 
and educational goals. 

The Executive Director partners with the Artistic Director and reports to the Board 
of Directors. The position is supported by volunteer committees. 

QUALIFICATIONS 

The Executive Director brings a good work ethic and a well-rounded array of 
competencies to leading an effective management team and organizational 
structure that best serves the Chorus’s mission and artistic leadership. 



The job of Executive Director is a combination of on-site and remote work, 
averaging twenty hours (20) per week with some evening and weekend work 
required. Some travel is possible. 

THE PRINCIPAL DUTIES of the Executive Director include: 

Program and Operational Support: Oversee all necessary administrative 
support to enable the successful operation of the educational and performance 
program. 

Planning: Oversee short- and long-range planning with Board and Artistic Staff. 
 
Enrollment: Lead strategies to retain and expand membership. 
 
Development and Fundraising: Oversee and implement the development, 
coordination, and execution of a comprehensive strategy of financial 
development. 

Marketing: Oversee development of and implement a comprehensive strategy to 
market the Chorus and its programs. 

Community Relations: Act as spokesperson and advocate for the chorus to the 
media, government agencies, corporate community, foundations, funders, school 
community and the greater community. 

Financial Management: With Board President, Artistic Director and Treasurer, 
prepare budgets and manage financial operations in accordance with approved 
budgetary and governmental regulations. 
 
Staffing: Hire, train, and supervise support staff as needed/approved. 

OPPORTUNITY 

The next Executive Director will take the helm of a beloved organization, well 
positioned for strategic growth. With its reputation for artistic excellence, Pro 
Musica is focused on a variety of growth and outreach projects. The next 
Executive Director will have the opportunity to focus on our history of family 
involvement, generational engagement, ambitious artistic programming and 
collaborations and expanding education programs. 

A successful candidate will welcome the opportunity to serve at the helm of a 
leading youth choral institution and to be a full participant in Chicago’s vibrant 
music community. 

THE IDEAL EXECUTIVE DIRECTOR: 

• is a self-motivated, confident, and hands-on manager, 
• is an innovative and positive thinker, 
• is excellent at building relationships (internal and external), working both 



independently and collaboratively, 
• is able to anticipate potential setbacks and come up with appropriate and 
creative solutions to issues that may arise, and 
• is able to positively motivate and develop staff, board, and volunteers, and to 
build consensus among stakeholders. 

Familiarity with the Greater Chicago choral music community, and with the 
Western Suburban arts community, in particular, is a plus. 

Qualified applicants will have 

 A bachelor’s degree as well as a minimum of 3-5 years of management 
experience with a demonstrated successful track record in the field of 
performing arts, nonprofit management, and/or youth education. Knowledge 
of and passion for choral music and performing arts education are preferred.  

 Preference will be given to candidates with a proven track record in working 
with a volunteer Board of Directors, fundraising, experience with marketing 
strategies and press relations, and strong budgeting and financial 
management experience. 

 Excellent written and verbal skills are expected. 
 A significant track record of success managing a nonprofit performing arts 

organization, with a complex organizational budget and numerous revenue 
sources is desired. 

 Demonstrated ability and/or experience working with young people and their 
families is preferred. 

 Competency and comfort with standard computer applications and equipment 
(including Microsoft Office) is required. 

 Preference will be given to Donor Cultivation & Fundraising and Event 
Planning experience. 

DETAILED DUTIES AND RESPONSIBILITIES 

PROGRAM AND OPERATIONAL SUPPORT 

Manage all necessary administrative support to enable the successful operation 
of the educational and performance program: 
 Oversee Singer and Donor databases and music inventory as well as other 

databases needed for the general operations of chorus 
 Oversee logistics in support of Chorus events, including performances and 

outreach 
 Serve as a first point of contact for all communications from without and within 

the Chorus 
 Oversee negotiation of all contracts and agreements, including employment, 

outreach, performance fees and performance space rentals. 
 Oversee volunteerism within the Chorus, and facilitate recruitment, 

mobilization, and oversight of volunteers 

PLANNING 



 In conjunction with the Artistic Director and Executive Committee, prepare 
strategic plans and strategies for implementation 

 Evaluate and adjust regularly 

ENROLLMENT and MARKETING 

Lead strategies and activities to retain and expand membership and promote 
performances 

 Coordinates onboarding of singers, including auditions, registration, uniforms, 
parent meeting, etc., in collaboration with artistic staff and Board 

 Cultivate relationships with members of the music education community 
 Oversee and implement Scholarship programs 
 Plan, promote, and operate auditions, with Artistic Staff 
 Oversee Communications to the greater community and to the Pro Musica 

community 

DEVELOPMENT AND FUNDRAISING 

 Create an annual fundraising strategy in collaboration with Committee Chairs, 
Artistic Director and Board President 

 Identify and pursue new sources of contributed income from individuals, 
corporations, foundations and grantors 

 Collaborate in implementation of fundraising strategies 
 Maintain and strengthen current Giving relationships and strategies 
 Plan and actively participate in individual donor campaigns in collaboration 

with development staff 
 Oversee preparation of foundation and government grant requests and 

reports 

COMMUNITY RELATIONS 

 Represent PMYC at community functions, and act as spokesperson to the 
media, government agencies, corporate community, foundations, funders, 
and the school community 

FINANCIAL MANAGEMENT 

Manage financial operations in accordance with approved budget: 

 Work closely with Artistic Director and Board President on budget preparation 
and approval, monthly projections, and anticipation of potential problems 

 Determine, with Artistic Staff, upcoming season and administrative costs 

 Monitor expenses and coordinate proper allocations with bookkeeper 

 Comply with all local, state, and federal tax regulations and prepare and file 
reports 



 
ARTISTIC and PROGRAMMING PLANNING 
 
 Support the Artistic Staff in developing season programs and activities that 

meet artistic and mission goals within budgeted guidelines 
 Oversee development of internal and public calendars 
 

GOVERNANCE 

Work with the Board of Trustees and its officers to help them fulfill their functions: 

 Support Board President and the work of Board committees 

 Attend all Board meetings 

 Lead or attend meetings with Artistic Staff and Committees, as needed 

 Assist Board President in developing agendas for board meetings 

 Assist in identifying and attracting new board members 
 Perform other duties as assigned by the Board of Directors and/or required by 

the business needs of the organization.  
 
STAFFING 

Hire, train, and supervise support staff as needed/approved to achieve the 
organization’s goals and objectives: 

 Oversee maintenance of job descriptions for all approved positions, including 
Third Party vendors 

 Assist Human Relations Officer with employment contracts 

 Assist with hiring of all staff 

 

Compensation and Benefits:  

Compensation is commensurate with qualifications and experience. 
 
Application Procedure:  
Submit a cover letter and resume with a summary of demonstrable 
accomplishments and personal references by email to 
pmyouthchorusinfo@gmail.com.  
 

Pro Musica Youth Chorus is an equal opportunity employer, committed to 
creating a diverse community of members, volunteers, and staff that are 
dedicated to the fundamental principles of equal opportunity and treatment in 



engagement and employment regardless of age, color, disability, gender identity, 
national origin, political ideology, race, religion, sex, sexual orientation, or veteran 
status. PMYC encourages applications from individuals whose differing 
backgrounds, beliefs, ideas, and life experiences will further enrich the diversity 
of the PMYC community. 


