
The Percussive Arts Society announces 
the following full-time administrative 

position opening: 
 

Programs Manager 
 

 

 

ABOUT THE ORGANIZATION 

The Percussive Arts Society (PAS) is one of the world's largest percussion organizations and is 

considered the central source for information and networking for percussionists and drummers 

of all ages. Established in 1961 as a non-profit, music service organization, our mission is to 

inspire, educate, and support percussionists and drummers throughout the world. 

 

PAS has over 5,000 members, with 47 chapters located across the United States and an 

additional 21 chapters abroad. PAS provides resources to the global percussion community via 

its bimonthly publications, Percussive Notes and Rhythm! Scene, and a website that provides 

educational materials, videos, PAS publication archives, research databases, and much more. 

 

PASIC 

Each year for the past 42 years, PAS has hosted the largest percussion convention in the world 

- the Percussive Arts Society International Convention (PASIC). With nearly 5,500 attendees 

annually, PASIC features more than 100 concerts, clinics, master classes, labs, workshops, 

panels and presentations. The top drum & percussion artists from around the world present and 

perform in a wide variety of areas that include drumset, marching, keyboard, symphonic, 

timpani, world, recreational, education, music technology, new music, health and wellness, and 

more. PASIC also features the International Drum and Percussion Expo, which includesmore 

than 100 exhibitors showcasing the latest in percussion instruments, gear, publications and 

services.  

 

RHYTHM! DISCOVERY CENTER 

Rhythm! Discovery Center is the world's foremost drum and percussion museum, located in 

downtown Indianapolis. A creative vision of the Percussive Arts Society, Rhythm! Discovery 

Center houses a rich collection of historic artifacts and more than 100 hands-on instruments 

from around the world. PAS invites visitors of all ages to come Find Your Rhythm! in its unique 

museum full of interactive exhibits. Visit rhythmdiscoverycenter.org for more info. 

 

 

 

 

 

 

 

 

 

 

 



DESCRIPTION 

This position will focus primarily on PAS Programs, including Days of Percussion, Competitions, 

Scholarships, and PASIC® . In consultation with the Executive Director, Board of Directors, and 

key PAS staff, the Programs Manager will:  

 

1. PASIC 

a. Work with 100+ exhibitors on all aspects of their expo experience 

b. Manage the artist application process  

c. Assist with PASIC production, artist logistics, gear transportation, and general 

event promotion both pre-event and onsite. 

d. Liaison with PASIC Logistics crew and PAS staff. 

e. Develop PASIC master spreadsheets and production binders. 

f. Respond to PAS members, artist, and sponsor inquiries via email and phone  

g. Work with musicians, artists, and their managers to secure commitment to 

contractual arrangements. 

h. Communicate effectively with artists and their representatives, as well as with 

PAS/PASIC staff and production crew, to ensure the highest level of performance 

standards are met. 

i. Along with the Executive Director, help to grow and cultivate sponsors, 

exhibitors, members, and audiences. 

j. Assist in the Development and monitor annual conference and other events 

operating budgets. 

k. Ensure overall quality of member/attendee, exhibitors, and participants 

experiences including all registration processes for expo, marching festival, 

contests, labs, masterclasses, mock auditions, rudiment training, and 

competitions. 

l. Update PAS and PASIC digital archives. 

 

2. Days of Percussion (DOPs) 

a. Work with Membership Manager and Marketing department on design of DOP 

Marketing Materials.  

b. Prepare and mail of all Day of Percussion Marketing Materials  

 

3. PAS Scholarships and Competitions  

a. In conjunction with IT Director, email and answer questions in regards to the 

judging portal, application process, selection, and notifications.  

b. Primary contact from applicants with general questions related to scholarships 

and competitions.  

 

4. OTHER 

a. Manage the volunteers in the PAS Student Delegate Program  

b. Work with Education Manager when needed for off site educational events 

c. Maintain general voicemail and email 

d. Other Duties as assigned by Executive Director  

 

 

 



QUALIFICATIONS 

1. Bachelor’s degree required. 

2. Excellent customer service, public speaking, and written communication skills. 

3. Very high level of computer literacy, including expertise in Microsoft Word and Excel, 

Google Docs, and database management. 

4. Detail oriented 

5. Ability to work independently, with limited supervision, and as a member of a team. 

6. Ability to prioritize and manage multiple tasks and areas of responsibility, to bring 

assigned tasks or projects to closure on deadline, and to give attention to details. 

7.  Willingness to work extended hours and perform expanded tasks as needed. 

8.  Strong belief in the organization’s mission. 

9.  Knowledge of music/percussion preferred, but not required. 

10. Must be able to lift up to 50 lbs 

 

LOCATION 

This position is required to work from the PAS office in downtown Indianapolis, IN. 

  

COMPENSATION 

Mid to High 30’s. Comprehensive benefits package including PTO, Medical, Dental, 

Parking, and the opportunity to participate in a 403B Plan with matching benefits. 

   

APPLICATION PROCEDURE 

Please submit letter of intent, résumé, and three references via email to: 

Joshua Simonds 

PAS Executive Director   

jsimonds@pas.org 

Applications will be considered until December 31, 2017 

  

SELECTION PROCESS 

Applications will be paper-screened and those exhibiting superior qualifications will be invited to 

interview. No phone calls please. 


