HALCYON
POSITION DESCRIPTION
Title:
Reports To:
Status:
Date:
Halcyon HQ:

Program Coordinator, Halcyon Arts Lab
Program Director, Halcyon Arts Lab
Full-time Exempt
July 3, 2018
Washington, DC

About Halcyon
Halcyon seeks and celebrates creativity in all forms and galvanizes creative individuals aspiring
to promote social good. We bring together diverse groups of changemakers in art and social
enterprise and provide a safe haven for their bold ideas to take flight. Halcyon offers an
ecosystem of advocacy that encourages socially engaged creatives to learn, freely experiment,
sometimes fail, and advance their talents and visions. In doing so, we foster new pathways to
knowledge and resources, and help innovators transform their inspiration into impact.
Position Description
The Halcyon Arts Lab Program Coordinator will be primarily responsible for day-to-day residency
activities by supporting and managing the eight Halcyon Arts Lab Fellows, and eight Halcyon Lab
Youth Fellows. A successful candidate will establish nurturing relationships with Arts Lab fellows
while providing an environment of constructive learning, critique, and dialogue. The Program
Coordinator will work closely with the Program Director to execute the fellows recruitment and
selection process; implement key programming; assist logistical needs for the fellows; and
contribute to the growth and sustainability of the Arts Lab program. A successful applicant will
have a background in arts administration with a focus on contemporary art practices.
•
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Plan and implement core programming: fellows orientation, skills series, critiques,
artist mentorship, guest artist visits, social outings, and various events
Manage all aspects of the fellows recruitment and selections process
Communicate clearly and regularly with fellows, Halcyon staff, and external
stakeholders
Design surveys, collect and analyze data to report on the program’s effectiveness;
recommend and implement changes to strengthen the program
Assist with maintaining and updating social media accounts (Facebook, Twitter,
Instagram, LinkedIn) for Halcyon Arts Lab, updating the Halcyon Arts Lab webpage,
and drafting invitations and key communications in coordination with the
Communications Director
Supervise, mentor, and establish workflow for interns
Provide support at Halcyon-wide events and programs as needed
Develop, implement and evaluate Halcyon Arts Lab Youth Fellowship Program
Help to maintain Halcyon Arts Lab facilities including but not limited to: dance studio
scheduling, workshop usage, and gallery programming
Maintain communication with fellows at the end of each program to foster a strong
alumni network
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Perform other duties as requested by the Program Director and Halcyon leadership

Minimum Education Requirements:
• A BA degree or higher
Minimum Experience Requirements:
• 1-2 years of experience in arts-related field, preferably with an interdisciplinary focus.
Skills and Attributes
• A passion for the arts across disciplines and a strong commitment to supporting
emerging individuals.
• Excellent organizational skills, detail orientated, and able to work with multiple
priorities and deadlines.
• Proven ability to work collaboratively with others.
• Thrive in working in a fast-paced, dynamic, work environment
• Excellent social skills and an ability to work proactively with artists and liaise with
donors, sponsors, and other professional colleagues.
Able to work weekend and evenings as required by program responsibilities
• A good sense of humor
Visit http://halcyonhouse.org/ for the full position description and to learn about our core
programs.
To apply, submit resume and cover letter to: inquiry[AT]halcyonhouse[DOT]org.
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