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Position Available: Virginia Arts Festival Development Associate
Hours: seasonal part-time position (25-35 hours per week)
Position runs from hire date through likely June 13, 2026
Salary: $17/hour

This person will be an integral member of the Development team and take an active role in various development and event functions for the Festival.  This job requires the utmost flexibility.
Functions:

Special Events and Development Representative (out of office/off-site/evening hours) 
Approximately 10 – 20 hours/week
· Act as on-site Development representative and greet guests as they arrive prior to performances and receptions

· Transport, set up, break down, and return Development signage at performances

· Must be available to work evenings and some weekends
· Must be able to lift 40 pounds
· Assist Development & Event Coordinator with pre- and post-performance reception set up and stay through reception to help with event flow
· Work with volunteers at receptions
· Bartend/bar back as needed

· Other duties as assigned
Pre-Event Production, Facilitation and Planning (in-office/daytime hours) 
Approximately 15 hours/week 
Assist Development and Event Coordinator with:

· Event advancement working directly with catering companies and VAF production department leading up to special events 
· Create floorplans for each event

· Inventory supplies/food and beverage

· Create and implement a timeline of what needs to be accomplished when, according to the event calendar

· Shopping for special events food, supplies, flowers, etc.
· Help with RSVP’s and guest lists for select special events as needed
· Mailing invitations/support as needed
· Assist with Virginia International Tattoo VVIP voucher distribution
· Other duties as assigned
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