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The role
The Philharmonia Orchestra is looking to appoint an Assistant Orchestra Librarian & Auditions Administrator 
to join its busy Concerts team. 

This is a fantastic entry level role working with a world-class orchestra. Principally based in the Music Library 
at the Orchestra’s administrative offices in London SE1, you will bring your passion and music expertise to 
support the Orchestra Librarian in the preparation of music for rehearsals, concerts, recording sessions and 
other work undertaken by the Orchestra. Travelling to rehearsal venues and out-of-London venues will form a 
regular part of the role.

In addition to library duties, you will be responsible for supporting Orchestra Personnel Manager in the 
administration of all orchestral auditions, including acting as the main point of contact for audition candidates.

Key information
• Salary: £21,000 - £23,000, depending on experience
• Contract: full time
• Flexible working will be required - working hours are dictated by the Orchestra’s

performance schedule, and include evening and weekend work, as well as additional hours in
the Library as required.

• It is anticipated that orchestral librarianship work will absorb approximately 80% of the post-
holder’s time, and that auditions administration and related duties will absorb the remaining
20%.

• Reports to: Orchestra Librarian (for library work) & Orchestra Personnel Manager (for
auditions administration).

• Pension: the Company will contribute 6% of salary to a qualifying pension scheme

The Philharmonia Orchestra is committed to ensuring equitable opportunities and a welcoming 
environment for all those that engage in our work. We strive for a more representative workforce and 
encourage applications from under-represented groups in the UK arts workforce, particularly those from 
Black, Asian and Ethnic Minority backgrounds, from lower socio-economic statuses, d/Deaf and Disabled 
applicants, and those from the LGBTQIA+ community. We are a Real Living Wage employer and a 
Disability Confident Employer.   If you require any adjustments to apply for this position or attend an 
interview, email team@thehrhub.co.uk,  with ‘Reasonable Adjustments - Philharmonia’ in the subject line.

The Philharmonia’s VR Sound Stage at SXSW, Texas 2018 © Julia Keim



The orchestra
It is an exciting time in the Philharmonia history, as Santtu-Matias Rouvali joins the Orchestra as 
Principal Conductor. He is just the sixth person to hold that title since the Orchestra was founded in 
1945. On his appointment, he said: “This is the start of a great adventure. The players of the 
Philharmonia can do anything: they are enormously talented and show an incredible hunger to create 
great performances… we will do great things together.”

Based in London at the Southbank Centre’s Royal Festival Hall, the Philharmonia creates thrilling 
performances for a global audience. Through its network of residencies, the Orchestra has a national 
footprint, serving communities across England both in performance and through its extensive outreach 
and engagement programme.

Founded chiefly as a recording orchestra in 1945, the Philharmonia continues to work in the studio - 
recording movie scores and game soundtracks, and a huge range of classical and commercial projects. 
With a truly international presence, the Philharmonia uses the latest digital technology to connect with 
audiences beyond the concert hall and are sector leaders in the production of immersive experiences and 
online media. 

The Philharmonia is a registered charity. It relies on income from a wide range of sources to deliver its 
programme, and is proud to be generously supported by Arts Council England.

The Philharmonia in concert at the Royal Festival Hall, 2018 © Beth Walsh



Team, Role and responsibilities
Location

• You will be primarily based at our office in Southwark, London SE1, but travelling to rehearsal
venues and out-of-London venues and attending auditions will form a regular part of the role.
The postholder may also be required to travel overseas with the Orchestra on an occasional
basis.

Reporting structure

• The Assistant Librarian & Auditions Administrator is line-managed by the Orchestra Librarian
for all library work, and by the Orchestra Personnel Manager for all audition administration.
The Assistant Librarian & Auditions Administrator is a member of both the Orchestra’s
Concerts Department and works closely with the Orchestra Librarian, Orchestra Personnel
Manager, Assistant Orchestra Personnel Manager, and Stage/Transport Managers.

Roles and Responsibilities

          Orchestral Librarianship:

• Assisting the Orchestra Librarian in the preparation of music for rehearsals, concerts, recording
sessions and other work undertaken by the Orchestra. This will include ordering and checking
incoming sets, bowing and printing parts as required, and padding up concert materials

• Attending some rehearsals, concerts and recording sessions throughout the UK, and occasionally
overseas, according to the requirements of the Orchestra’s schedule

• Distributing and collecting musical material, liaising with conductors, soloists and other
participants as necessary

• Taking lead responsibility for dealing with requests for music, whether by post, electronically or
in person

• Undertaking research as required into orchestrations, hire quotes, durations etc.; checking such
matters as wind doublings and percussion numbers with members of the Orchestra as necessary

• Assisting with general administrative tasks such as coding and filing of invoices, shipping music
to publishers, and maintaining stationery stocks within the library, in an accurate and timely
manner

• Assisting the Orchestra Librarian in maintaining and cataloguing music owned by the Company
held in the Orchestra’s Music Library

• Deputising during the absence of the Orchestra Librarian

Auditions Administration:

• Acting as the main point of contact for audition candidates
• Placing advertisements for orchestral vacancies, as directed by the Orchestra Personnel Manager
• Coordinating audition dates with the panel in each case
• Confirming audition times with candidates and booking them in for auditions
• Booking audition venues and accompanists as required
• Organising, being present at and running audition days
• Ensuring that candidates are informed promptly of the outcome of their auditions

Other:

• Undertaking such other duties as may reasonably be required by the Company



Symphonize, the Philharmonia’s longstanding fusion project for young people, Leicester 2018 © Beth Walsh

Cellist Sheku Kanneh-Mason performing at the Philharmonia Sessions, 2020 © Camilla Greenwell



Person specification
Essential:

• Good standard of music theory including ability to read and understand a musical score and
knowledge of transposition

• Meticulous attention to detail
• Excellent organisational skills
• Excellent interpersonal skills, both written and verbal
• Ability to prioritise and to manage own time
• Ability to work as part of a team
• IT literacy (the postholder will be required thoroughly to familiarise him/herself with the

Orchestra’s bespoke online system)
• Willingness to work unsocial hours, including evenings and weekends
• Willingness to undertake regular travel outside London, and occasional overseas travel as

required

Desirable:

• Six months’ experience in the classical music field within a professional
environment

• Clean UK driving licence
• A knowledge of string markings

How to apply

To apply, please email your CV and a covering letter to 

team@thehrhub.co.uk with "Philharmonia - Assistant Librarian & Auditions 

Administrator" in the  subject line

Closing Date:    Monday 13th December, 5pm

Skills and Abilities:

• Excellent organisational skills
• Strong attention to detail
• The ability to prioritise and work to deadlines
• Self-motivated and proactive, capable of working under own initiative.
• Excellent communication and presentation skills, both written and oral
• Strong competency in the major MS Office software packages

Kate.Collis
Highlight



Santtu-Matias Rouvali, the Philharmonia’s Principal Conductor from September 2021, conducting the Orchestra 
on stage at Southbank Centre’s Royal Festival Hall, London 2019 © Kaupo Kikkas




