
 

 

POSITION DESCRIPTION 

TITLE: Media Arts Manager 

REPORTS TO: Executive Director 

SALARY RANGE: $55,000-$65,000 annually  

Who we are: 
Dedicated to Art for All, Maryland Hall is the region’s cultural core, convening and engaging people in arts 
experiences that strengthen community. Maryland Hall was founded in 1979 by a group of artistic 
visionaries who believed the former Annapolis High School could best be utilized as a community arts 
center. Today, our historic landmark building is the community's gathering place for the arts. Through 
year-round classes, performances, exhibits, tours, workshops and demonstrations, people of all ages 
discover the transformative power of the arts. Each day, Maryland Hall nurtures inspiration, cultivates 
originality and fosters the imaginations of the children, families, students and adults who come through 
our doors. 
 
The position we’re filling: 
This newly-created full-time position ensures that the Media Arts Division runs effectively and efficiently. 
This is a terrific opportunity to be heavily involved in the development of this new program including 
arranging and setting up classes, managing use and rentals of the onsite sound booth, maintaining 
technical hardware and software, and other components to be determined. Reporting to the Executive 
Director, the Media Arts Manager works closely with the Maryland Hall staff, teaching artists, community 
artists, students, and the general community. 
 
What you’ll be doing: 

• Facilitate and coordinate the overall use of the new Media Arts Division including digital 
photography, video, and sound editing tools 

• Safely setting up, repairing, servicing, and replacing equipment when required 
• Assembling, operating, and maintaining the technical equipment used to record, amplify, 

enhance, mix, or reproduce sound and video 
• Work with producers, singers, youth, and other artists 
• Manage information technology needs for computers and tablets, including software licensing 
• Greet Digital Media Lab users and answer questions  
• Maintain and manage cloud use for the Media Arts Division 
• Assist in coordinating all Media Arts classes  
• Support marketing, communication, and development initiatives for the Media Arts Division 
• Support external clients that rent the studio 
• Keep abreast of advancements in the field through ongoing training and networking with others in 

the industry 
• Build solid, professional relationships with other digital media artists and clients 
• Other duties as assigned 

 



 

What you bring: 
• Demonstrated experience in IT and sound engineering 
• Strong organizational skills, attention to detail, project management skills, and the ability to plan, 

prioritize, and handle multiple deadlines  
• Impeccable professionalism and excellent interpersonal skills to work with a variety of 

constituents from an array of lived experiences  
• Strong written and verbal communication skills  
• Experience with audio-visual equipment and technology  
• Understanding of graphic design field  
• Exhibit a can-do attitude, strong interpersonal skills, including good relationship-building skills, 

and the ability to communicate with all levels of employees 
• Excellent internal/external customer service skills, ability to be flexible, and work both 

independently, and as part of a team 
• Ability to multitask and work on tight timelines 

This is a full-time (exempt) position.  

Interested applicants should submit a resume and cover letter to jobs@marylandhall.org. Position open 
until filled.  

 
 
 

mailto:jobs@marylandhall.org

