
Blue Sage Center for the Arts 
Program Assistant 

Job Summary 
We are looking for someone who can be passionate about promoting arts and community. This part 
time position handles a multitude of responsibilities and is not a static position. The Blue Sage has 
many programs and you will need to be flexible in your work adapting to the ever-changing scene of 
events. There is some flexibility in hours worked with some evenings required. Greeting visitors is a 
top priority. You will become familiar with all the artists and their work who exhibit in the gallery and 
gift shop. The person who fills this position will also need to be highly competent at running Square, 
Sales Force, Gmail, Face book, and Excel. Good writing skills will be a plus when preparing PSA’s, 
social media posts, email blasts, and press releases. The ability to learn new things quickly will be 
helpful. You will be working a square register and inputting data into the system as new items come 
in. You will also be responsible for balancing the register and making daily bank deposits. There is 
some physical work needed when setting up and breaking down for events.  This position will give 
you the opportunity to know many in the North Fork Community. Please send a cover letter and 
resume to directoratbluesage.org. 

Responsibilities and Duties 
Communications: 

• Publicize the activities of the organization verbally, in print, and online; 

• Foster sound working relationships with community groups and organizations; 

• Professionally represent the Blue Sage and its programs to outside organizations, the 

membership, and the general public. 

Customer Service 

• Answer phones and emails, and respond to inquiries; 

• Greet guests to the Gallery and address their needs. 

IT and Facilities, 

• Working knowledge of Microsoft Office products; 

• Aptitude to learn new software and database applications 

• Oversee the upkeep of office equipment and supplies; 

• Ensure the facilities are cleaned and presentable at all times. 

OTHER DUTIES This job description does not include a comprehensive listing of activities, duties or 
responsibilities required of the employee for this job. Other duties, responsibilities and activities of a 
similar nature may be assigned. 

Qualifications and Skills 
Education: Bachelor’s degree preferred; relevant education/experience considered 
Experience: Non-profit, small business, or volunteer experiences helpful 
Familiarity with social media platforms, working knowledge of Square and Salesforce helpful 
Technical aptitude in learning new computer programs and database software 
Energetic and vibrant, with outgoing social engagement skills for frequent public/member interactions 
Can demonstrate proficiency in written and spoken communications 
Ability to work effectively and complete tasks independently or with minimal supervisio 


