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Smithsonian Institution 

Center for Folklife and Cultural Heritage 

Smithsonian Folkways Recordings 

 

Staff Assistant, IS-0301-9 

 

INTRODUCTION 

Smithsonian Folkways Recordings (SFR) is the nonprofit record label of Smithsonian Institution (SI). As part of 

the Smithsonian Center for Folklife and Cultural Heritage (CFCH), its mission is to record, produce, and 

disseminate music by, for, and of the people. To date, this has led to making available almost 60,000 tracks in 

physical and digital formats, spanning over a century of music and sounds from Americana to world music, 

from spoken word to natural phenomena, with over 80 million listeners a year. In response to changes in 

society, technology and the music industry, Smithsonian Folkways is seeking to explore new business models 

and expand its activities in the realms of research, education, and community engagement. To support these 

efforts, SFR is seeking to fill the position of Staff Assistant to the Director/Curator.   

MAJOR DUTIES 

Serves as the Staff Assistant and advisor to the Smithsonian Folkways Director/Curator and its senior leadership 

team, with responsibility for facilitating, reviewing, and coordinating a wide range of business and content-

related matters. Keeps abreast of the major issues and communications of interest to the team. Conducts 

research into areas and matters significant to SFR/CFCH and compiles materials to assist the team to prepare 

for meetings, discussions, presentations, grant proposals, conferences, publications, etc. Ensures that matters 

brought before the Director/Curator have been adequately researched and analyzed and that alternatives are 

identified and explored. Ensures that recommendations have been made and that appropriate staff members 

have provided input. Takes note of any discrepancies or unaddressed issues and resolves them prior to 

submission to the Director/Curator. 

With the Business Development and Support Team, incumbent develops and monitors internal administrative 

procedures. Reviews all correspondence submitted for the Director/Curator’s signature and directs revisions 

based on in-depth understanding of the Director/Curator’s viewpoints. Prepares routine correspondence for 

Director/Curator’s signature, and researches and writes letters in response to inquiries. 

The Staff Assistant is responsible for smooth and continuous communications and liaison with all colleagues 

within SFR, CFCH and SI, executives and managers in partner organizations, and representatives of numerous 

external organizations, both nationally and internationally. Ensures that the Director/Curator maintains regular 

interaction with direct reports and key leaders, and follows up on matters discussed to ensure that appropriate 

actions are being taken, decisions implemented, etc. 

Receives and responds to telephone calls and personal callers from a variety of fields. Interacts with 

representatives from both the public and private sectors. Uses judgment and knowledge of Excel and other 

administration programs to answer inquiries, referring callers to appropriate individuals within SFR, CFCH, and 

SI. Coordinates special and on-going projects with outside organizations such as universities, research 

organizations, corporations, foundations, etc. 

Supervises the establishment and maintenance of active daily files and records for the Director/Curator’s 

ongoing meetings and projects. Searches for and assembles documents, files background information required 

by the Director/Curator and prepares information in appropriate charts, spreadsheets and power point 

presentations as requested. 

The incumbent is responsible for providing logistical support and travel arrangements to the Director/Curator, 

as well as arranging contracts and purchase orders. Performs other duties as assigned.   
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FACTORS 

Factor 1 - Knowledge Required by the Position  

 Knowledge of SFR/CFCH organizational policies, procedures, programmatic mission, goals and priorities. 

 Knowledge of administrative policies and procedures related to purchases, contracts, travel management, and 

timekeeping. 

 Ability to communicate in writing to represent SFR and prepare documents which will foster the goals and 

mission of SFR to those with extensive or in some cases very little knowledge of SFR. 

 Ability to communicate orally to work with professionals and support personnel in a wide variety of educational 

levels, socioeconomic situations, and cultural backgrounds. 

 Ability to use Microsoft Office software applications and travel systems such as Outlook, Word, 

 Excel, PowerPoint and Concur. 

 Ability to proofread and edit non-technical manuscripts and correspondence for grammatical errors and statistical 

accuracy, punctuation, spelling, consistency, and compliance with SFR, CFCH, and SI formats and policies. 

Factor 2 - Supervisory Controls  
The incumbent reports to the SFR Director/Curator who provides overall objectives, priorities, and deadlines. The 

incumbent performs regularly assigned duties independently, exercising initiative in handling details and maintaining an 

orderly workflow. Routine assignments are performed in accordance with appropriate SI and SFR/CFCH policies, 

procedures, and protocols. 

The employee consults with the supervisor for clarification or regarding unusual situations. Work is evaluated for overall 

efficiency, effectiveness in attaining goals, and timeliness.   

Factor 3 - Guidelines  
Guidelines consist of SFR/CFCH and SI administrative policies and procedures concerning the issues or problems 

encountered. Other guidelines include the Director/Curator’s verbal guidance as well as precedents that may be applicable 

to current situations. The employee uses judgment in choosing and interpreting available guidelines to specific issues or 

subjects studied. The employee analyzes the subject and the current guidelines which cover it and makes 

recommendations for changes. Unusual issues that are not covered by existing guidelines are to be vetted with the 

supervisor. 

Factor 4 – Complexity  
The incumbent must address procedural issues in order to assure effective and efficient work operations of the 

Director/Curator’s office. The employee analyzes the issues in the assignment, then selects and applies analytical 

techniques to resolve programmatic and administrative problems. 

Assignments typically involve interrelated functions and processes and require detailed planning to conduct information 

gathering, interpret SFR/CFCH and SI policies and the Director/Curator’s management philosophy, correlate information 

to verify facts, and coordinate with administrative, professional and management personnel within and outside the 

organization. 

Factor 5 – Scope & Effect  
The purpose of the work is to perform administrative support to the SFR Director to improve the efficiency and 

productivity of SFR, CFCH, and ultimately the activities of the Smithsonian as a whole. 

 

Factor 6/7 – Personal Contacts/Purpose of Contacts  
Contacts are with employees, supervisors, and managers of SFR, CFCH, and SI, as well as persons outside the agency 

which may include musicians, consultants, contractors, donors, or business executives. 

The purpose of these contacts is to provide advice on noncontroversial organization or program related issues and 

concerns. Contacts typically involve such matters as recommendations for resolving administrative problems, processes 

for grant proposals, and coordinating the status of projects with outside organizations.   

Factor 8 – Physical Demands  
The work is primarily sedentary, although some slight physical effort may be required. 

Factor 9 – Work Environment  
The work is performed in an office setting. 


