Texas Arts & Crafts Educational Foundation
Assistant Director Job Description

General Description

Assistant Director assists the Executive Director in all facets of day to day operations in

implementing the mission, vision, and financial growth of the Texas Arts and Crafts Educational Foundation, Inc.  Assistant Director reports to the Executive Director. 

Job Duties include but not limited to:
· Develop and execute advertising and marketing plans 

· Build and maintain professional contacts with community leaders, artists, volunteers, etc. 
· Monitor and follow a strict time line for producing events
· Accounting and Budgeting
· Create and execute production of events, art workshops, fund raisers, etc. 

· Assist and Oversee the operation of production of all Foundation events 
· Manage the rental of facilities and event setups
· Attend Board Meetings, take minutes 

· Maintain websites

· Keep office clean and organized

· Oversee a variety of duties under stressful conditions during the Fair and all other events

· Develop and maintain a community presence, including attending Chamber mixers, etc.

· Prepare grant proposals and manage proper follow up
· Solicit sponsorships for Foundation events
· Establish and maintain a relationship with local media groups

All Assistant Director duties are subject to approval by Executive Director 

Knowledge, Skills and Abilities:
· Office and Administrative procedures

· Accounting

· Advanced computer knowledge including graphic design
· Professional writing of reports, proposals, presentations, press releases, etc.

Ability to:
· Train and lead the work of volunteers

· Communicate with Board Members

· Exercise initiative and independent judgment

· Research

· Communicate effectively 

· Maintain effective working relationships

· Work some evenings and weekends

· Lift and carry up to 40 pounds

· Start work on time and attend work regularly 

· Handle several projects simultaneously

Education and Experience
Must have any education combination equivalent of sufficient training and experience to demonstrate the knowledge and abilities listed above. Must be willing to continue education required by the Foundation by attending annual conferences.
