
HUTCHINSON CENTER FOR THE ARTS
15 Franklin St. SW; Hutchinson MN 55350    320-587-2599
www.hutchinsonarts.org director@hutchinsonarts.org

Position: Program Assistant

Salary: $15 per hour, grant-funded

Position Type: Part Time

Reports To: Executive Director

ABOUT US

Hutchinson Center for the Arts is a non-profit art center in Hutchinson, MN. We serve as a regional art
hub for arts and cultural groups, and provide opportunities to artists and audiences through exhibitions,
education, and events. Our mission is to broaden and deepen the arts experiences for Hutchinson and
the surrounding communities. We were built on a foundation of creative collaboration, and believe that we
can enrich lives through building community around the arts.

DESCRIPTION

This job is a part-time position, with an average of 15 hours per week. Scheduling is very flexible in terms
of shift length and days, however some weekends are required. Our hours are Tuesday - Saturday from
10am - 5pm. The Program Assistant will be responsible for a variety of tasks related to our programming,
and tasks will vary depending on the time of year and the rotation of our programs. Duties include
assisting with the promotion and marketing of upcoming events and classes, assisting with the
coordination of youth and adult programming, prepping for classes and workshops, and co-managing the
website and social media accounts. Helping at the front desk in the gallery and gift shop when needed is
also part of the position, and includes greeting and assisting visitors, processing gift shop sales,
answering phones, and light cleaning of artwork and displays. Other duties may also be assigned.

QUALIFICATIONS

We are looking for candidates who are enthusiastic, friendly, and have a passion for the arts and
community. The ability to prioritize and manage several projects at once is necessary. Must be able to
plan ahead and meet deadlines. Candidates should also have strong writing and communication skills,
and be able to build positive relationships with artists, audiences, and community members. Experience
with the Google Applications Suite (Gmail, Drive, Docs), Adobe Photoshop or Canva, Square (credit card
processing software), Mailchimp, Squarespace and Microsoft Word and Excel is not required but is a
plus. Prior experience working for nonprofits, community-based organizations, or arts-related fields is a
plus as well. Must be able to work 1-2 weekends per month with flexibility as needed. We are willing to
provide training to the right candidate.

To apply, send a cover letter (no more than 1 page) and a resume along with three personal references in
a single PDF to Molly Rivera at director@hutchinsonarts.org. Call 320-587-7278 with any questions.

http://www.hutchinsonarts.org

