
   COLUMBIA ARTISTS MUSIC, LLC 
  1790 Broadway, New York, NY 10019 

  www.camimusic.com 
 

   

as of 11/15/2016 
 

JOB DESCRIPTION 
 

POSITION: Logistics / Servicing Assistant 
  
DESCRIPTION: 
 

Music Management and Performing Arts Company seeking reliable applicant to provide 
day-to-day support for the president, artists and associated artist managers.  
 
Company: CAMI Music, LLC 
Company Type: Music Management 
Reports to: President and Senior Artistic Coordinator 
Company Location:  Midtown 
Hours: 9:30am to 6pm (Full-Time Temp to Perm Position) 
 

  
RESPONSIBILITIES: 
 

EXECUTIVE ASSISTANT 
Reports to: President 

 Phone coverage for President, Associate Manager and backup for 
Managers. 

 Travel bookings for President (flight, hotel, rental car, etc.). 
 Maintain President’s day-to-day calendar. 
 Manage President’s contacts. 
 Compile expenses reports. 
 Office Administrative tasks (copy, scan, fax, etc.). 
 Formatting documents. 
 Running office errands. 
 Ad Hoc assignments as needed. 

 
SERVICING ASSISTANT 
Reports To: Senior Artistic Coordinator 
 

For Artist Serving Coordinator : 
 Aid in development and maintenance of Artist marketing materials, 

websites and international media press materials. 
 Creating Travel, Housing and Logistics plan as they relate to specific 

Artist engagements 
 Engage in significant client interaction with Artistic Administrators, 

Presenters and Other 
 Personnel to fulfill contractual, itinerary, press/marketing and all other 

details required for specific engagements. 
 Participation in organizational projects needed to maintain the daily 

administrative activities related to CAMI Music. 
 

For Artist Manager and Booking Director: 
(This is a temporary function of the position – backup coverage) 

 Scheduling meetings, times and locations according to availability 
on Artist Manager & Booking Director calendar during APAP 
Conference. 

 Scheduling phone appointments/conference calls during APAP 
Conference. 

 Completing conference follow-ups, via hard copy letters and media. 
 Covering phones when Associate Manager is out. 
 Ad hoc responsibilities as requested 

 
** Additional duties may be added depending on performance. 
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REQUIREMENTS: 
 

 Verbal and written proficiency in English a must. 
 2 year of related experience. 
 Knowledge of the performing arts, classical music and the music industry. 
 Advanced computer skills on MS Office, 
 High attention to detail and accuracy 
 Ability to direct and supervise 
 Strong communication skills. 
 Strong organizational skills. 
 Team player. 
 Ability to plan and prioritize work activity (in a fast-paced environment). 
 Must be self-sufficient, able to multi-task, and handle projects independently. 
 Adaptable to changes in the workplace. 
 Ability to interact with all levels of management. 
 Ability to adjust schedule and be flexible (e.g., arrive early or stay late when 

requested). 
 Ability to continuously stand or walk. 
 Ability to bend, squat, climb stairs and lift frequently 
 Ability to lift up to 10 – 25 pounds occasionally. 
 Ability to be present in the office. 
 Must be a go-getter and reliable. 
 People person a must. 

  
EMPLOYEE BENEFITS:  CAMI Music, LLC offer a full comprehensive benefit package to all full-time employees 

included, Medical, Dental, 401K, paid vacation and sick time.  
  
APPLY:  Please send your cover letter and resume to resumes@camimusic.com  

Attn: Hiring Manager 
 
**Your application will not be reviewed if the cover letter is missing. 

  
CAMI Music, LLC is an equal employment opportunity employer.  
Qualified applicants are considered without regard to race, color, religion, sex, national origin, age, disability or 
other characteristics protected by law. 

 
 
 

 
 
 
 


