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Job Description
Job Title: 

Cultural Arts Director
Reports to:

Executive Associate Director
FLSA Status: 
Exempt

Division:  

Cultural Arts

Location: 

PJCC

Prepared Date: 
October 2008 

Summary:  The Cultural Arts Director manages the Cultural Arts Programs by working collaboratively with PJCC staff, artists, volunteers and other Jewish and civic agencies to enhance and expand opportunities for the arts at or through the PJCC.  PJCC Cultural Arts Program will provide an outlet for music, dance, dramatic performances, intellectual discussions, lectures, art exhibitions, and performing arts classes that will be appealing to the Jewish community and the community at large. Our programs will attract emerging and established performers, artists, writers and thinkers, whose presence will make the North Peninsula a richer, more interesting place to live.  

Essential Duties and Responsibilities include the following. Other duties may be assigned.
· Develop an audience base for PJCC Cultural Arts events 

· Develop and implement a holistic, Jewish cultural arts program at the PJCC 

·  Schedule, curate and inventory exhibits for the PJCC Art Gallery and develop related programs 

· Program, coordinate and evaluate performances (music, theatre, dance, etc.) and lectures 

· Program and expand the annual Celebration of Jewish Authors
· Identify and develop grant and sponsorship opportunities 

· Coordinate marketing, publicity and communications 
· Coordinate program volunteers 

· Serve as Cultural Arts liaison to Arts Committee 

· Attend PJCC Staff and Board meetings and foster relationships with community and lay leaders 

· Infuse Jewish education, customs and culture into Arts programs

·  Support overall mission and goals of the PJCC 

· Participate in Planning and Development process for Cultural Arts Center

· Establish relationships with other local arts organizations and Jewish Agencies

· Help develop and identify donors who support CA programming

· Other responsibilities as required
· Work hours may include nights and weekends, as needed.

Competencies: 

To perform the job successfully, an individual should demonstrate the following competencies:

Project Management - Develops project plans; Coordinates projects; Communicates changes and progress; Completes projects on time and budget.

Customer Service - Responds promptly to customer needs; Solicits customer feedback to improve service.

Oral and Written Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification; Demonstrates group presentation skills; 

Writes clearly and informatively.

Leadership – Manages develops and directs team to ensure the goals of the Cultural Arts Programs are met; Promotes Cultural Arts activities; Exhibits confidence in self and others; Inspires and motivates others to perform well.

Strategic Thinking - Analyzes market and competition; Develops programming that best utilizes resources and showcases the PJCC in a unique and positive light
Innovation - Displays original thinking and creativity; Meets challenges with resourcefulness.

Professionalism - Reacts well under pressure; Treats others with respect and consideration regardless of their status or position.

Qualifications: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education/Experience: 

Master's degree (M. A.) or equivalent; or 4+ years related experience and/or training; or equivalent combination of education and experience. Significant experience with all aspects of event and performance production and coordination. Experience developing audiences and programs from their conception, particularly in a community center setting. Experience maintaining budgets, supervising staff, promoting and evaluating large events.
Language Ability: 

Ability to articulate the role and importance of the arts in Jewish life. Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.  

Computer Skills: 

To perform this job successfully, an individual should have knowledge of Word Processing software and Spreadsheet software.

Supervisory Responsibilities: 

Directly supervises Cultural Arts Department employees. Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

Work Environment: 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the employee is occasionally exposed to outdoor weather conditions.  The noise level in the work environment is usually moderate.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The employee must lift and/or move up to 20 pounds. Specific vision abilities required by this job include Close vision, Distance vision, Peripheral vision, Depth perception and Ability to adjust focus. While performing the duties of this Job, the employee is regularly required to stand; use hands to finger, handle, or feel; reach with hands and arms and talk or hear. The employee is frequently required to walk; sit and occasionally stoop, kneel, or crouch. The employee is occasionally required to climb or balance and taste or smell.
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