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Position Title:  Private Instructor for School of Music 

FLSA Classification:  Non-Exempt Hourly 

Reports to:   Director of Explore and Extend and School of Music Program Manager 

Position Purpose:  Provides private music instruction to St. Francis’s students.  

Work Hours:   Varied by teacher, determined by student schedules. 

Work Calendar:  School Year 

 

Description 

Private Instructors in the St. Francis School of Music are responsible for providing private music instruction 

for students at. St. Francis, enhancing classroom learning, and helping to integrate music students into school 

programs and events. 

 

Essential Functions 

● Responsible for providing private music instruction, enhancing classroom learning, and helping to 

integrate music students into school programs and events. 

● Serves as instructor in musical areas of expertise within the setting of private and small group lessons. 

● Develops curriculum for each student, helping guide students. 

● Communicates with parents of students, as well as with the School of Music program manager and  

Director of Explore and Extend as to student progress.  Provides feedback to parents in an ongoing 

manner, by email or handwritten notes. 

● Maintains accurate records of student lessons and recital preparation time.  Communicates with the School 

of Music Program Manager and Director of Explore and Extend as well as parents regarding lesson 

attendance and rescheduling. 

● Prepares students and materials for recitals, concerts, chapel performances and other events. 

● Attends all student recitals and related programs. 

● Collaborates with other School of Music instructors to develop concerts, recitals, and make suggestions 

for future performances. 

● Actively seeks opportunities for students in the performing arts and collaborates with Fine Arts faculty 

and chaplain to identify performance opportunities within the school day. 

● Other duties as assigned by the Head of School or direct supervisor including extracurricular. 

● Maintains congruency between the school’s board-approved Mission Statement, the Long Range and 

Strategic Financial Plan, and all activities of the Explore and Extend classroom. 

● Takes part in the Professional Growth and Evaluation Program and enthusiastically takes part in 

professional growth opportunities.  

● Well versed with and adheres to school policies in all areas of student interaction.   
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● Supports the Employee and School Handbooks and assists with revisions and updates, when necessary, 

of the school’s Explore and Extend policies and procedures.  

● Employee may be required to work remotely or engage in telework activity as determined in the employer’s 

sole discretion.   

● Commits to the Employee Expectations and Standards of Professional Excellence as the non-negotiable 

foundations for employment at St. Francis Episcopal School and complies with Physical Requirements 

and Work Environment. 

● Is assessed through the Professional Growth and Evaluation Program 

● This job description is intended to describe the basic, critical elements of the job and should not be 

construed as an exhaustive list of all responsibilities, skills, efforts or working conditions associated with 

the job.  

● This job description does not constitute a contract. It may be modified or amended at any time as 

determined in the employer’s sole discretion. 

Qualifications  

● Bachelor’s required, Master’s degree preferred. 

● A minimum of three years teaching experience (or the equivalent), preferably in an independent school 

environment. 

● Excellent verbal and written communications skills. 

● Ability to use basic office equipment. 

● Works with the School of Music Program Manager to develop concerts, recitals, and make suggestions 

for future performances. 

● Actively seeks opportunities for students in the performing arts. 

Physical Requirements and Work Environment 

● Occasionally lift to 30 pounds. 

● Generally, works in standard office conditions and climate. 

● May work in varied extreme outside weather conditions during school events, special activities, and 

fundraising events. 

● Ability to work in a fast-paced environment dealing with a wide variety of challenges and deadlines. 

● May work at a desk and computer for extended periods of time. 

● Ability to stoop, bend, kneel, stand, walk, reach. 


