D302

Arts@302 Pottery Studio Manager Position Opening

Position Type: Part-Time, 10 hours a week
Reports To: Executive Director
Compensation: Hourly pay of $15.00-$20.00 per hour

Job Description

Arts@302 is seeking a dependable, part-time Pottery Studio Manager to oversee the
day-to-day operations of our pottery studio. This onsite role is essential to the smooth
functioning of a studio that supports classes, workshops, camps, and community
programming. As a creative hub for the local community, Arts@302 values team members
who are organized, collaborative, and invested in supporting an engaging and well-run
studio environment.

This position averages 10-12 hours per week, with hours varying based on studio needs.
Benefits include personal access to the pottery studio and equipment.

Responsibilities

e Develop and manage firing schedules for all studio programs, primarily low-fire with
some mid-fire clay and glaze firings

e Perform and oversee bisque and glaze firings, with occasional assistance from staff
and instructors

e Maintain pottery equipment, including wheels, kilns, slab roller, and studio furniture

e Organize and manage clay and glaze inventory; place supply orders as needed
(approximately 3-5 times per year)

e Communicate with instructors, students, and families regarding studio needs and
end-of-session firings, maintaining a calm and professional demeanor

e Meet regularly with the Program Director and Executive Director to coordinate
scheduling and ongoing studio needs

Requirements
e Experience in both handbuilding and wheel throwing
e Experience with bisque and glaze firings, including low- and mid-fire work
e Strong time management skills and the ability to prioritize changing studio needs
e Clear, professional communication skills when working with staff, instructors, and the

community



