
 
 

	

CHORUS LIBRARIAN 
 
The San Francisco Girls Chorus (SFGC) seeks candidates for its open Chorus Librarian position. Reporting to 
the SFGC’s Director of Voice Studies & Chorus School Pedagogy, the Chorus Librarian is responsible for 
organizing and maintaining SFGC’s library of physical scores, recordings, and historical documents, as well 
as its growing collection of commissions and digital scores. The Chorus Librarian also works closely under 
the Artistic Director and the Director of Chorus School Administration & Programs to fulfill SFGC’s material 
needs. 
 
The Chorus School, which annually serves more than 300 girls and young women, ages 4 to 18, from the 
greater Bay Area, provides a comprehensive music education that begins with a non-auditioned Prep Chorus 
program for young singers and continues through five levels of progressively challenging training. Upon 
graduation from the Chorus School at the end of Level IV, singers are eligible to audition for SFGC’s 
GRAMMY Award-winning Premier Ensemble, led by Artistic Director, Valérie Sainte-Agathe.   
 
The Chorus Librarian is expected to work most hours on site at the SFGC Library and to attend occasional 
artistic staff meetings, usually on Tuesday afternoons.  
 
RESPONSIBILITIES 
 
• Purchase, catalogue, and file music needed by SFGC directors 

• Purchase music in accordance with the SFGC calendar and in time for use in SFGC semesters or for 
performances 

• Keep records, invoices, other documents from music/library purchases 

• Assign every piece a catalogue number and create a file box for it 

• Enter new purchases into the digital and physical databases (catalogue) 
 

• Maintain music library and keep organized and updated  

• Keep catalogue accurate and current 

• Mend and repair damaged music 

• Keep browse binders up-to-date 

• Replace labels for files and boxes when necessary 

• Keep reference materials organized and accessible 

• Keep library boxes and shelves organized  
 

• Pull and re-file music for directors, Chorus School, and Premier Ensemble 

• Work with SFGC rehearsal aides and interns when necessary 

• Offer instruction to faculty, staff, guests concerning use of library 
 

• Organize recording and video library 

• Maintain list or programs for what is heard on each recording 

• Oversee checkout procedure and/or access 



• Plan and direct digital recording project—organizing new recordings and converting old to digital 
format 
 

• Research and recommend new reference materials for purchase 
 

• Research music for possible acquisition 
 
• Maintain audio and video equipment 

• Develop organized checkout and return procedures 

• Check equipment upon checkout and return 

• Be able to use equipment and train others to do so 
 

• Keep concert/performance program records up-to-date 

• Organize historical program documents and make available for viewing 

• Plan and direct digital archive project—scanning and keeping all new programs in digital format, and 
converting past programs to digital format 

 
Qualifications 
• Bachelor’s Degree in a relevant field 
• Previous experience in a musical library setting strongly preferred 
• Computer proficient, including experience with musical databases and bibliographic resources 
• Excellent research skills and copying technique 
• Superb organizational, verbal and written communication skills 
• Ability to work without supervision and to read music for cataloging purposes 
• Previous experience with, knowledge of, and passion for choral music and music education strongly 

preferred 
 

POSITION: 
The Chorus Librarian is a part-time, non-exempt position that will require 10 hours per week over the 
course of SFGC’s 38-week season, which runs from early September through early June. In addition to 
regular, ongoing hours during the week, the position may require some flexibility for occasional weekend 
and evening performances, meetings, and other events throughout the year.  
 
COMPENSATION: 
The hourly wage for this position is $25. 
 
TO APPLY: 
Email a brief cover letter, resume, and list of three references to Justin Montigne, Director of Voice 
Studies & Chorus School Pedagogy, at jmontigne@sfgirlschorus.org, by Friday, September 21. Include job 
title in subject line. Applications may also be mailed to: San Francisco Girls Chorus, 44 Page Street, Suite 
200, San Francisco, CA 94102. No phone calls, please. 
 
The San Francisco Girls Chorus is an equal opportunity employer and does not discriminate on the basis of 
race, color, religion, gender, age, national origin, disability, marital status, or sexual orientation. 
 
 
 
 
ABOUT THE SAN FRANCISCO GIRLS CHORUS 



Founded in 1978, the San Francisco Girls Chorus is a renowned, industry-leading performing arts and 
music education organization that empowers young women through music. Under the leadership of 
Artistic Director, Valerie Sainte-Agathe, SFGC enrolls nearly 300 choristers ages 5-18 from 45 cities and 
all 9 Bay Area counties each year. Served by a music faculty of 21 teaching artists and 7 administrators, 
the organization operates a professional-level performance, recording and touring ensemble; a four-level 
Chorus School training program; and a Preparatory Chorus.  
  
SFGC collaborates annually with leading arts and cultural organizations including the San Francisco 
Opera, San Francisco Symphony, San Francisco Ballet, San Francisco Film Festival, and the Kronos 
Quartet, among many others. The Chorus has performed at major national and international venues across 
the country, including the 2009 inauguration of President Barack Obama, New York’s Carnegie Hall and 
Lincoln Center, and The John F. Kennedy Center for the Performing Arts in Washington, DC. SFGC has also 
toured the world, performing in Japan, China, Korea, Germany, the Nordic countries, and Cuba. SFGC’s 
commitment to artistic excellence has been recognized through numerous awards, including five 
GRAMMY Awards and three ASCAP/Chorus America Awards for Adventurous Programming. 
 
SFGC owns and operates the Kanbar Performing Arts Center, a six-story hub for the arts in San 
Francisco’s Civic Center district that annually serves more than 30 arts organizations. SFGC’s current 
annual operating budget is $2.4 million. 
 


