
JOB DESCRIPTION: Administrative Assistant 
BCAPA is accepting applications until May 10, 2018. Send resume and inquiries to bcapa@bethelks.edu 
or call (316) 283-4902 (leave message!). Learn more about BCAPA at www.bcapaks.org. 
 
Job Description 
Bethel College Academy of Performing Arts (BCAPA) is looking for a responsible Administrative Assistant 
to support the day-to-day operations of the organization. The position involves managing the front desk, 
processing registration and billing, attending weekly meetings with program directors, basic custodial 
assistance, and other administrative activities as needed.  
 
Responsibilities  

● Office management: responsible for filing, ordering office supplies, keeping phone lists up to date, 
displaying information for parents and customers, light cleaning, etc. 

● Desk reception: acts as a first point of contact for customers and potential customers by greeting 
families, answering phone calls, and returning messages 

● Managing financials: responsible for student registration, invoicing, collecting tuition payments, 
and overseeing daily operating budget 

● Administrative duties: prepares and distributes semester schedules, special flyers, and other print 
material throughout the semester 

● Website and Social Media: updates website and creates regular posts for BCAPA’s social media 
accounts (facebook, instagram)  

● Board Meetings: attend monthly board meetings, record minutes, and distribute to board 
members within 7 days of meeting 

 
Qualifications  

● 1-3 years experience in administrative position required 
● High School diploma preferred  
● Experience working with young people preferred 
● Familiarity with word processing, spreadsheets, and Google drive 
● Physical demands - occasionally lift or carry objects weighing up to 25 pounds 

 
Salary & Hours 
$12,000 annual salary ($12.50/hr)  
20 hrs/week part-time, Monday-Friday (afternoon and evening hours)  
 
About the Organization 
Bethel College Academy of Performing Arts (BCAPA) was founded when Bethel College and its 
surrounding community acted on a need to increase music instruction opportunities in the area. In 1996, 
BCAPA first opened its doors as the Academy of Music, a Suzuki School for string instruction that 
provided quality instruction to over 70 students. The organization renamed itself the Academy of 
Performing Arts when dance instruction was introduced in Fall 2004. Today, BCAPA serves more than 
200 students from the Newton and Wichita metropolitan areas. BCAPA is an affiliate organization of 
Bethel College. We are financially independent but depend on fundraisers throughout the year to help 
keep our quality arts instruction at a competitive rate. Programming includes Academy Music lessons, 
Suzuki School of Music, Kindermusik, dance technique courses, pre-professional dance companies, adult 
programming, seasonal workshops, and more.  
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