
CORA DANCE SEEKS AN OPERATIONS & EVENTS MANAGER:  
32 hours per week on site (some flexibility in setting hours), occasional nights and/or weekends for special events. 
Benefits include: 

● Salaried: $30,000 annually 
● Commuter Benefits 
● 3 weeks paid vacation 

 
After exponential growth in the last two years resulting in a relocation to a beautiful, newly renovated, permanent 
home this fall, Cora Dance is expanding its staffing to include a part-time Operations & Events Manager.  The 
Operations & Events Manager will report to the Managing Director and will be responsible for managing studio 
rentals; overseeing facility and equipment maintenance and repairs; securing and scheduling work exchange/interns 
and volunteers; handling day-to-day bookkeeping, billing, tuition and space rental invoicing and other transactions; 
managing information databases; and handling the logistics, planning and securing of support staffing related to 
in-house and off-site events. The Operations & Event Manager assists the Managing Director in the maintaining 
efficient administrative systems and must be highly organized, possess strong communication skills, interface easily 
with artists, children, and families from a wide range of socio-economic and cultural backgrounds, be comfortable 
working and multi-tasking in a bustling, active environment and have a strong passion for Cora Dance’s mission of 
creating access to exceptional art for all people, particularly low-income families. This position is an opportunity to 
be part of a highly connected team and to have an impact on the growth of a deeply important and rapidly growing 
cultural and educational organization in Red Hook, Brooklyn. 

ABOUT CORA DANCE:  Celebrating 20 years as a professional company and 10 years as a school for dance in Red 
Hook, Brooklyn, Cora Dance is a thriving and beloved dance center and non-profit community service organization 
located in a stunning new facility at 358 Van Brunt Street in the heart of Red Hook. Through its celebrated 
professional company, youth companies, and pay-what-you-can school Cora Dance provides exceptional training, 
programming and performances while addressing the impediments that restrict many low-income people from 
having access in lasting and transformative ways to the art form. No one is every turned away from Cora based on 
what or if they can pay. Known widely for a spirit of personal, individualized investment and a holistic approach to 
teaching, performance and engagement, Cora is a true second home to 400+ students annually, 90% of whom 
attend for FREE or reduced tuition. In addition to year-round technique classes open to everyone regardless of 
ability to pay, Cora provides additional services such as after school pick up, free snack, and new dancewear and 
shoes to all participants in need. Cora invests deeply in families whose children desire serious pursuits in the field of 
dance. Through an active professional company and a 3-tiered YCP/Youth Company Program, Cora brings 
professional performance opportunities, training workshops for parents and dancers, assistance with college and 
public performing arts middle/high school acceptance, one-on-one individualized mentorship sessions and a wide 
range of other resources to families of all socio-economic demographics free of charge. In addition, in the 
organization’s new ADA accessible facility, in the coming 1-3 years, Cora plans to develop a regular public 
performance series in its new home and provide stable space to 2-4 resident artists and partner organizations of 
varying disciplines and missions seeking to develop innovative, access-oriented programs. These new initiatives will 
broaden Cora’s already strong commitment to creating access to great art while investing deeply long-term. 
Positioned on the “main drag” of Red Hook’s boutique waterfront area and one block from the Red Hook Houses - 
Brooklyn’s largest NYCHA public housing community - Cora is literally a place of intersection and a welcoming, 
hands-on, authentically integrated hub where professional artists, community members and students invest in one 
another in lasting ways through the arts. 

JOB DESCRIPTION:  

Responsibilities include but are not limited to the following: 
 
OPERATIONS AND FACILITIES MANAGEMENT: 

● Utilizes and manages information via Quickbooks, Salesforce, MailChimp, G Suite and other information 
databases and platforms 

● Handles day-to-day transactions and payments for space rental, tuition, donations etc. 



● Books and manages space rental;  
● Secures, schedules and oversees all work exchange, interns, and volunteer handling regular front desk 

receptionist duties.  
● Manages accounts payable and receivable (as overseen and approved by the Managing Director) basic 

payment tracking, bookkeeping, receipts, invoicing and running reports in Quickbooks 
● Assists Managing Director as needed/requested in the processing of payroll, HR, contract creation, tracking 

employee compliance with contracts and the annual audit and provides support as needed to the Managing 
Director. 

● Troubleshoots, oversees and/or secures outside vendors to handle facility and equipment maintenance and 
repairs as needed;  

● Oversees basic day-to-day maintenance of the space and takes responsibility for the appearance and general 
organization of the facility; 

● Orders and maintains the inventory of all office, cleaning, and programming supplies and equipment and 
reports to the Managing Director on the needs of the facility;  

 
EVENTS MANAGEMENT: 

● Manages the planning, timeline and logistics for 1-3 off-site institutional events per year and other small 
in-house events including handling ordering supplies, managing rentals, securing and managing support staff 
and volunteers, and the like. 

● Oversees and/or serves as box office staff at events;  
 
QUALIFICATIONS AND SKILLS: 

● Bachelor’s degree or equivalent experience in arts, arts administration or business preferred. 
● Experience working with Quickbooks and G Suite strongly preferred. Experience with Salesforce or similar 

database programs a plus. 
● Candidates with experience working in intimate, grass-roots, multifaceted organizational settings that serve 

children, artists, and community members in socio-economically and culturally diverse circumstances highly 
preferred.  

● Ability to manage multiple projects in a fast-paced work environment and attention to detail while 
maintaining speed and accuracy a must;  

● Highly-organized, systems-minded, positive, energetic, compassionate, steady and helpful. 
● As this position requires moderate amounts of physical labor, candidates must be able to safely lift 30 

pounds and travel up and down a flight of stairs unassisted. 
● Bilingual (Spanish/English) a plus.  
● A commitment and craving to work closely in an intimate, hands on environment that is often bustling and 

noisy but deeply rewarding. 
● A steadfast belief in social justice, the arts as a transformative tool, and an authentic desire to provides 

access to outstanding art reflecting the diversity and complexity of the NYC dance community to all people, 
regardless of financial means. 

Qualified candidates should email a current resume with a cover letter indicating interest in the position as separate 
PDF attachments to Artistic Director, Shannon Hummel at shummel@coradance.org. Please write OPERATIONS & 
EVENTS MANAGER in the subject line. 

Desired start date by December 10, 2018. Some flexibility in start date possible. 

 

 


