 2009 Smithsonian Folklife Festival   Vacancy Announcement Number:  SFF-2009
Opening date: November 24, 2008                                          Closing date: January 09, 2009 or until filled

Note: You must submit the Availability Questionnaire  to be considered for employment. 
                                 

Who May Apply:  "IS" positions on this announcement are open to everyone. "GS" positions are only open to United States citizens.  

Qualifications: 
Grade

Experience or Education required to qualify
GS/IS-4       
2 years college or 1 year general experience 

GS/IS-5       
4 years college, or 3 years general experience of which one (1) year equivalent to at least the IS/GS-4 or a combination of both

GS/IS-6
one (1) full year of specialized experience equivalent to at least the IS/GS-5 level


GS/IS-7        
one (1) full year of graduate level education (or superior academic achievement  - GPA-3.0 - for GS positions only) or one (1) full year of specialized experience equivalent to at least the IS/GS-5 level or a combination of both 

GS/IS-9        
2 full years of progressively higher level graduate education (master’s or equivalent graduate degree) or one (1) year specialized experience equivalent to at least the IS/GS-7 level or a combination of both 
Exhibit Workers:    

These positions require only that you demonstrate your experience and ability to complete the tasks assigned with no more than normal supervision.   
The Smithsonian Institution is an Equal Opportunity Employer.
 


2009 SMITHSONIAN FOLKLIFE FESTIVAL
                                                    Announcement #SFF-2009
The Smithsonian Institution, Center for Folklife and Cultural Heritage, will begin interviewing in January for the following anticipated temporary salaried positions with the Smithsonian Folklife Festival to be held in June 24-28 and July 1-5, 2009. This year’s programs are Giving Voice: The Power of Words in African American Culture, Las Américas: Un Mundo Musical/ The Americas: A Musical World, and Wales at the Smithsonian.
 Title

        

Estimated
       
 Estimated      SI/GS
         
Estimated



        
Start Date            
 End Date    
Grade    
Hourly Rate 

Event Positions
Program Coordinator

02-02-09

07-17-09
IS 7/9
        $19.79 - $24.20
*Financial Admin Asst 
03-17-09                   
07-17-09        
GS 5/6         $15.97 - $17.81
Crafts Sales Coordinator
03-02-09

08-28-09
IS 7/9
        $19.79 - $24.20
Crafts Sales Assistant

05-11-09

07-17-09
IS 6
        $17.81
*Housing Coordinator

04-13-09

07-31-09
GS 5/6         $15.97 - $17.81
*Participant Assistant
◊
04-13-09

07-17-09
IS/GS 6       $17.81
*Participant Assistant ○
04-13-09

07-17-09
IS/GS 6       $17.81
Volunteer Coordinator    
04-13-09
            07-17-09         GS 6/7
        $17.81 - $19.79
Volunteer Assistant

05-11-09

07-10-09
GS 5
        $15.97
Supply Coordinator    

04-13-09
            07-17-09         GS 6/7
        $17.81 - $19.79
Supply Assistant
      
05-11-09

07-10-09
GS 5
        $15.97
Transportation Coordinator
04-27-09

07-10-09
GS 6/7         $17.81 - $19.79
Transportation Assistant     
06-08-09                  
07-10-09        
IS 5
        $15.97
Event Site Positions
Asst Technical Director
3-30-09

07-25-08
GS 9
        $24.20
Admin. Technical Asst.
3-30-09

07-25-08
GS 6            $17.81
Carpenter


5-11-09

07-25-08
GS 9            $24.20
Electrician


5-11-09

07-25-08
GS 9            $24.20
Exhibit Workers 

05-11-09

07-25-08
HG/WG 5   $17.45
Individuals interested in any of the positions listed above should send a resume and application, received no later than January 09, 2009.  Note that some positions require on-line applications.  Closing date may be extended. 

* Apply On-line at:  http://www.sihr.si.edu/jobs.cfm

◊ language proficiency in Spanish desired
○ language proficiency in Welsh desired
POSITION DESCRIPTIONS FOR THE 2009 SMITHSONIAN FOLKLIFE FESTIVAL            Smithsonian Center for Folklife and Cultural Heritage
Event Positions 

Financial Administrative Assistant ‑ Works directly with the administrative officer in all the financial aspects of the Festival. Prepares purchase orders and petty cash vouchers; makes date entries; files as needed. 

Housing Coordinator ‑ Works with administration as liaison between staff of Center, participant staff and hotel to insure that participant needs are met. Responsible for insuring that all financial data is in compliance with hotel contract agreement.  

Program Coordinator ‑ Coordinates Festival program under supervision of curator. Serves as liaison with technical director, volunteer coordinator, and supply coordinators regarding site arrangements, with participant coordinator regarding participant services, with editor and art director regarding printed material.  

Participant Assistants ‑ Assistants help the participant coordinator in making logistical arrangements for event participants; help prepare correspondence for participants. Make travel, housing and other arrangements. Spanish Language desired for one position. Welsh Language desired for one position.
Supply Coordinator – Works closely with all programs to identify and purchase site supplies. Works to find companies that will contribute free supplies.

Supply Assistant ‑ Assists the supply coordinator with procurement of all supplies.

Transportation Coordinator – Coordinates all transportation needs of the Festival including airport and train pickups and ongoing transportation to the Festival site.

Transportation Assistant - Assists transportation coordinator to schedule and coordinate all transportation needs of participants during the Festival.  

Volunteer Coordinator – Recruits, schedules, and manages volunteers who work in support of the Festival.

Volunteer Assistant ‑ Assists the volunteer coordinator in all aspects of recruiting, scheduling, and managing volunteers.  

Food Sales Coordinator - Oversees the food sales concessionaires. Monitors sales receipts and serves as liaison to administrative officer.

Craft Sales Coordinator - Organizes the Festival Marketplace.  This position will include the design and management of the Marketplace. Position may begin half time for one month then full time for the duration.

Craft Sales Assistant - Assists the craft sales coordinator in Festival Marketplace.  

Event Site Positions (Employee works primarily outdoors. on the National Mall, constructing the Festival site)
Asst. Technical Director – Assists technical director with on-site production, scheduling of labor resources, materials and supplies.  Develops plans, systems and schedules to meet the on-time technical production requirements for the Folklife Festival. 
Carpenter ‑ Performs all skilled carpentry work for the Festival under the direction of the Technical Director.  

Electrician -  Installs, repairs, troubleshoots, and modifies new and existing electrical systems, for the Folklife Festival.
Administrative Technical Assistant ‑ Provides a variety of ancillary office support functions to the Technical Director and crew during production of the Festival. Provides general clerical assistance, orders supplies, answers telephone calls, receives deliveries, and serves as timekeeper  

Exhibit Workers ‑ provide labor for the site preparations, site maintenance, and construction for the Festival. Work under the general direction of the technical director.

___________________________________________

Availability Questionnaire 
Smithsonian Vacancy Announcement Number: SFF-2009
NOTE:  Submit this page ONLY with your résumé when applying.  

Submit one questionnaire and résumé for all positions for which you are applying.

Name: _______________________________    SSN: _______________________________

Date of Birth: ______________________    Country of Citizenship:  ___________________

Phone: __________________________        E-mail:________________________________       

Drivers License number: _______________        State : ______    Date avail. to begin work: ________   

Brief job descriptions for the following positions are provided below. Please check all positions for which you want to be considered below. 

___any position for which I am qualified

___ Program Coordinator  
 ___ Participant Assistant             ___ Financial Admin. Asst.

___Volunteer Coordinator  
___ Volunteer Assistant     
      ___ Food Sales Coordinator
___ Supply Coordinator     
___ Supply Assistant            
      ___Craft Sales Coordinator   


___ Craft Sales Assistant       ___Transportation Coordinator     ___Transportation Assistant

___ Asst. Tech Director
___ Admin Tech. Asst.
      ___ Carpenter


   ___ Electrician 

___ Exhibit Worker     

      
 

Note:  With this availability questionnaire, you must submit only one résumé which includes:

· Your work experience as it relates to the positions for which you are applying, including beginning and ending dates, number of hours worked per week and salary received;

· Education and training information that relates to the positions for which you are applying;

· A list of references.

Note:  All positions require occasional work on evenings, weekends, and holidays. Most positions require strenuous work outside for at least 3-4 weeks before, during, and after the Festival. Event site positions require strenuous work outdoors for up to 12 weeks.

You may e-mail, fax or mail your résumé and this application as follows:
e-mail: tellihoc@si.edu 

Phone: 202-633-0639 - Fax 202-633-6475
Mailing address: Claudia Telliho, Center for Folklife and Cultural Heritage, Smithsonian Institution, P.O. Box 37012,  MRC 520  Washington, DC 20013-7012
(street address for deliveries and FedEx: 600 Maryland Ave. SW, Suite 2002, Washington, DC  20024)

Signature: ___________________________                    Date:_______________________ 

