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JOB DESCRIPTION: CHAPEL MUSIC COORDINATOR 

 

 

SUMMARY 
The role of the Chapel Music Coordinator is to provide music for regular chapel services 
and some special services throughout the year, and to work closely with the Chaplain, 
who oversees the seminary chapel worship program.   
 

ESSENTIAL RESPONSIBILITIES 
1. Chapel Music:  provide / coordinate music for regular chapel worship services 

(usually Tuesdays, Thursdays, Orientation/Community Day, Convocation 
worship, and Commencement service, United Days gathering). 

 Be present for all of the above listed services except when worship 
leaders indicate an intention to use a guest musician or absence is 
negotiated with Chaplain 

 Regularly work with Chaplain in coordination of seminary chapel worship 
program, and planning of some chapel services 

 Upon request, select music or play music selected by worship leaders 

 Upon request, serve as a resource for chapel worship leaders (routinely 
communicate via phone or e-mail with scheduled worship leaders) 

 Coordinate the participation of vocalists and volunteer instrumentalists in 
chapel worship. 

 Provide orientation to outside musicians who may be asked to participate 
in chapel worship or other events  

 As needed, find substitute musicians, and help find guest musicians to 
increase diversity in the worship experience  

 
2. Direct the UTS music group (TBD) 

 Invite participation by students, faculty, and staff 

 Coordinate with worship committee and worship leaders for occasional 
participation of choir in chapel services. 

3. Serve on Worship and Spirituality Committee (monthly meetings) 

SECONDARY RESPONSIBILITIES 
1. Assist as needed with set-up for chapel services and knowledge of sound 

equipment 

2. Ovesee tuning of pianos on campus and work with operations staff on upkeep of 
piano humidifier 

3. Assist with bulletin preparation as needed 

4. Within 12 hours weekly, may agree to requests to provide music for other 
seminary events 
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5. May accept and negotiate fees for music services at seminary events or activities 
beyond the scope of the position  

Knowledge, Skills and Abilities 
1. Experienced keyboard player 

2. Background in leading congregational song, choral and instrumental conducting 

3. Ability to provide or diverse styles of music (African American Gospel, traditional 
Hymnary, other religious traditions) 

4. Flexible and innovative when faced with unforeseen schedule and program 
changes 

5. Finale or computer music notation application knowledge 

PHYSICAL REQUIREMENTS NECESSARY TO PERFORM THIS JOB 
Incumbent must be able to: 

 Read music 

 Hear and speak 

 Play keyboard instruments 

 Lift and carry 20 pounds (e.g. bin of rhythm instruments) 
 

TOOLS AND EQUIPMENT USED 
Incumbent must be able to: 

 Use keyboard instruments, and teach use of rhythm instruments 

 Operate sound system 

 Use photocopiers  

 Use telephones and computers for communication 

 
 


