
 

Igniting a passion for Street Dance Culture 
 

Job Description: Studio Manager 
 

Purpose of Grooves Unlimited 
 
In existence since 2012, Grooves Unlimited Dance Studio has grown to be the go-to 
dance studio for Hip-Hop and Tap Dance studies, serving students and families in 
Northern New Jersey by offering the highest quality Hip-Hop and Tap dance education 
in the area.  
 
We are a non-competitive Street Dance studio and a loving family that works hard and 
plays hard as we educate the upcoming generation of dance artists and enthusiasts. We 
offer a unique program that is centered around celebrating the culture of Hip-Hop and 
Tap by providing authentic training to eager students ages 3 through adult.  
 
We energize our students to own their stage by igniting a passion for Hip-Hop, Tap 
Dance and all Street Dance culture. 
 
Purpose of Role 
We are seeking a capable and committed Studio Manager who is highly organized, 
attentive to detail, skilled at communicating and finds joy in serving and supporting 
others.  
 
In this part-time role, you will support the Directors in achieving the vision of Grooves 
Unlimited by ensuring the day to day operations of the studio are on track and running 
smoothly. You will be the face of the studio, providing communication support for 
students, families and teachers while coordinating behind-the-scenes details. 
 
 
 
 
 

 



 

In this role you will: 
● Ensure all internal operations run smoothly and to schedule while keeping the 

entire Team calm and in the loop with all details. 
● Give educators the support and care they need to ensure they can focus on what 

they do best: delivering an outstanding educational experience.  
● Exceed expectations of our students and their families by going above and 

beyond in service and communication. 
● Manage the email inbox and phone calls by responding in a friendly and timely 

manner.  
● Manage regular billing/payment processing, including monthly tuition, and 

resolving issues efficiently. 
● Assist with planning, executing and following up with various in-studio events 

throughout the year so that we have plenty of time to prepare, the events run 
smoothly and loose ends are tied up afterwards 

● Proactively maintain relationships with students and families as their 
go-to-person, answering their questions and making sure they have everything 
they need for an awesome in-studio experience. 

● Keeping the studio calendar up to date and accurate on a daily basis so that all 
classes, hours, and events are accounted for.  

● Consistently seek innovative opportunities to improve our systems and 
procedures. 

● Provide Artistic Directors with weekly reports on time and to an excellent 
standard in order to help them keep a firm pulse on the key indicators of the 
growth and success of the studio. 

● Perform data entry duties with reliability and accuracy, including following up on 
anything past due 

● Schedule social media posts so that we create a positive buzz about our program 
and so that Grooves Unlimited is consistently positioned as helpful, credible and 
likable 

● Update calendars, flyers, recital documents and various forms for students and 
teachers in a timely manner 

● Run occasional errands 
● Help coordinate behind-the-scenes details for our studio in such a way that we 

exceed expectations, add value to the experience people have with us and make 
the lives of our teachers, students and parents easier 
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Attributes of Success 
To be successful in this role you must demonstrate that: 
 

● You have a fire-like passion for the arts and understand that arts education 
is a vital part of a child’s life.  

● You absolutely love being around children because in your heart and soul, 
you understand that they are the next generation and the future of our world, 
and the important role that a dance educator plays in their lives.  

● You love to exceed expectations because you always want people - no 
matter who it is - to have the best experience. This includes anticipating their 
needs and bringing a healthy dose of above-and-beyond to your interactions with 
Team members, students and their families.  

● You have a willingness to take initiative because you are a resourceful 
problem-solver who can consider multiple points of view and offer creative, 
cost-efficient, value-added solutions. In a small business, we must act swiftly and 
address challenges head on and your ability to think fast will be essential to 
making magic happen.  

● You have a gift for organization and efficiency. Your eye for detail is sharp 
and you are THE person who makes sure every ‘t’ is crossed and ‘i’ is dotted to 
ensure a seamless experience.  

● You have an ability to prioritize and get things done. You thrive on 
responsibility with a determination to exceed expectations and accomplish tasks 
in a timely manner with the utmost professionalism. You always have an eye on 
the big picture, and this allows you to deliver on time, every time. You are super 
productive and a powerful planner. When deadlines approach, you meet them.  

● You have an aptitude for technology and software systems. We use a 
variety of tech integrations and will ask you to get up to speed quickly to use 
them. Experience in Google Docs, Google Sheets (Excel), Canva, Asana and 
Zapier are favourable.  

● You are willing to do things differently and the idea of being impressive and 
innovative excites you. You are always open to finding and trying a new and 
better approach. 

● You are a clear communicator who is open to feedback and honest at all times. 
You take responsibility for your actions and pride yourself on your integrity.  

● You are a Team player who enjoys being surrounded by other passionate 
professionals working towards a common goal. You truly believe that Team work 
makes the dream work.  
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The Essentials: 

● Reliable Transportation. You must have a current driver's license and access to your 
own car. Public Transportation is NOT an option.  

● Available on site during operating hours, Monday-Thursday 3:00-9:00pm and 
Saturday mornings 9:00am-12:00pm, non-negotiable.  

 
Hours of Work: 30-35 hours per week on average. Some remote work at home.  
 
Compensation: TBD.  
 
Start Date: December 2020. 
 
Next Steps: If this feels like an opportunity that makes you say “awwwww yeah! I want to 
be a part of THAT!” please complete the application form found at this link: 
https://forms.gle/8sW9FDAhvB8v7KTm9 
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