CULTURAL AFFAIRS COORDINATOR

DEFINITION

The Cultural Affairs Program Coordinator serves under the general supervision of the County Executive as Dane County’s cultural affairs liaison to the public, its staff to the cultural Affairs Commission, and the manager of the cultural affairs office, with sole responsibility for planning, organization, development and implementation of all programs and services related to these functions. 

EXAMPLES OF DUTIES

Draft and implement commission plans, policies and practices; administer grants program; oversee donor relations, fundraising, and development; prepare budget; execute product initiation, design, production, marketing and sales; oversee public relations and promotional activities; produce public documents, publication and other materials; provide technical assistance to individuals and organizations; provide staff support to commission, its subcommittees and panels; represent the commission at community events, including many grant-supported activities.

EMPLOYMENT STANDARDS

Education and Experience:  Six years of professional arts management experience or equivalent experience with administrative responsibilities in areas of grantsmanship, fundraising and development, public relations, program and product design, and publications.

Knowledge, Skills  and Abilities: Independent initiative, judgment, and diplomatic skill; considerable knowledge of the Dane County community and its cultural and financial resources; knowledge of the performing, literary and visual arts; some knowledge of state and local history; knowledge and skill in the dynamics necessary for effective organization and team building; effective oral and written communication skills; ability to establish and sustain effective working relationships with diverse populations including cultural groups, county officials, donors, news media, and general public; and ability to cultivate and sustain financial alliances with private sector partners. 

SPECIAL REQUIREMENTS: Willingness to attend many ticketed events at personal expense for evaluation purposes and to represent the commission; possession of a valid Wisconsin driver’s license and access to personal transportation.   
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