
JOB OPENING: P/T Administrative Director 

COMPANY: Robert Moses’ Kin 

San Francisco dance company Robert Moses' Kin (RMK) is highly praised throughout Northern California and the U.S. 
Founded in 1995 by Artistic Director Robert Moses’ Kin, the mission of RMK is to produce work that speaks to what is 
specific and unique in human nature, using movement as the medium through which race, class, culture, and gender 
voices the existence of our greater potential and unfulfilled possibilities. RMK presents an annual winter season at Yerba 
Buena Center for the Arts, featuring a major world premiere typically involving high profile collaborators and a second 
semi-annual season of repertory works and works by guest choreographers at smaller venues in the Bay Area. RMK of-
fers an annual summer intensive for professional and pre-professional dancers, and offers extensive outreach and educa-
tional programs while touring regionally and nationally.  

The Administrative Manager reports directly to Artistic Director, and provides administrative support to Artistic Director, 
Marketing Director and Development Director. 

HOURS: 10-20 hours per week to start with potential to grow into 30-40 hours per week. 
START DATE: Immediately 
SALARY: Commensurate with skills 

REQUIREMENTS:  
Excellent administrative and writing skills, ability to work independently and as part of a team, excellent communications 
skills, highly organized with attention to detail, facility with QuickBooks, Excel and Filemaker Pro. Knowledge of dance and 
the performing arts useful.  

ACTIVITIES: 
1. General Administrative Support  
Answer phones, mail, maintain company timeline, manage all company schedules (coordinate rehearsal, production, and 
outreach schedules, etc.), government reporting, maintain disability and liability insurance coverage, manage all artist 
contracts, draft performance programs, liaison with designers and production teams to ensure all deliverables are on time. 

2. Financial Administration 
Basic bookkeeping, accounts payable and accounts receivable, report hours to payroll, maintenance of financial records 
for grant reporting and for state and national tax reporting, assistance with budget proposals. 

3. Development/Marketing Assistance  
Assist Development Director with grant-writing, board development, board management, and creating a fundraising/de-
velopment plan and schedule, draft audience surveys and compile demographic information for reporting purposes, main-
tain audience and outreach mailing lists, generate regular email newsletter, manage social networking accounts (i.e. 
Facebook, Twitter, etc.), provide regular website updates to webmaster. 

4. Programming Administration and Coordination 
Help develop and maintain outreach relationships, liaison to presenters and booking agents. This is an area of significant 
potential growth for the right candidate.  

TO APPLY: 
Send a cover letter, resume, writing sample and list of references to info@robertmoseskin.org. No phone calls, please.
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