VIRGINIA ARTS FESTIVAL
JOB DESCRIPTION

TITLE: 			PART TIME Courier & Office Helper (Seasonal) 
DEPARTMENT: 		Administrative Department
RATE: 			$15/hour plus mileage
HOURS:		20-25 Hours/week average, between the hours of 9-5, M-F, schedule TBD 			between hire & Office Manager

REPORTS TO:		Office Manager 

SUMMARY:
[bookmark: _GoBack]The Courier is a dependable and adaptable member of Virginia Arts Festival administrative team, receives and delivers important documents and packages, runs errands, transports personnel, light office maintenance, administrative and clerical support for the office, and is responsible for any additional tasks created by the Office Manager. This position reports directly to the Office Manager. 
KEY RESPONSIBILITIES:
· Provide high-level customer support while supporting the mission of the Festival by fostering a friendly and supportive attitude.
· Receive and deliver documents, goods, mail, money, tickets, and packages.
· Transport employees or talent personnel to their determined destinations.  
· Effectively handle sensitive information with discretion and professionalism.
· Document all mileage and prepare all forms and reports for mileage reimbursement.  
· Light office maintenance and repairs. 
· Transporting items to/from warehouse as needed.  
· Administrative and clerical support for the front desk and all the departments of the Festival. 
· Other duties as needed.
OPPORTUNITIES:
· Support the mission of Virginia Arts Festival.
· Work and attend performances by world-class artists.
· Collaborate with various teams in a creative, fast-paced environment.
QUALIFICATIONS:
· Own vehicle, valid driver’s license & auto insurance, clean background check
· Must successfully complete online office safety training program
· Non-remote position.  Headquarters is in Downtown Norfolk and hire will be required to drive to multiple locations in the Hampton Roads area upon request.  
· Previous driving/delivery experience is a plus  
· Able to work effectively and respectfully with colleagues, patrons, and partners
· Familiarity with Norfolk area particularly the downtown area  
· Able to lift and carry 40 lb
· Seasonal Availability: Ability to work 9am-5pm Monday through Fridays during VAF Season (March-June)
· This position requires the use of hire's personal vehicle for all courier deliveries. Mileage and tolls will be reimbursed 
· To apply, send cover letter and resume to mstaton@vafest.org. No phone calls. Position open until filled
· Learn more about Virginia Arts Festival at vafest.org
