Job Posting: Alta Community Enrichment 
Seeks an Executive Director
 

 

Alta Arts Council, doing business as Alta Community Enrichment (ACE) is a 501(c)3 non-profit organization seeking an Executive Director.  ACE’s mission is to create opportunities in the Little Cottonwood Community for individual and group participation in arts, cultural events and education.  

 

The Executive Director of ACE reports to the ACE Board and has the overall responsibility for general administration of the organization. This includes staff supervision, financial management, office management and program/marketing management.  Major components of the job also include fundraising and public relations.  He/she will also work closely with the Board to establish and maintain policies and provide support and leadership for the staff and volunteers.  
The Executive Director is a leader who is decisive with the ability to empower others to take the initiative.  He/she should lead by example by demonstrating unwavering integrity and always being accountable.  He/she will be able to work independently, set goals, motivate others, and foster ACE’s potential for growth within the community.  

 

Some key responsibilities for the Executive Director include:
· Organize, prepare and attend the ACE Board meetings.  This includes preparing and sending out the reminders, agenda, business items and minutes for these meetings.

· Work with the Board in creating and implementing ACE’s long-range growth and development plans. 
· Ensure that ACE has a strong fundraising strategy and continue to identify, cultivate and solicit new and established major gift prospects, in-kind donations, foundations, and grant opportunities. 
· Compose and mail a yearly fundraising and thank you letters.  

· Compose a yearly annual report available to public.
· Oversee the fiscal aspects of the organization, including preparing a yearly budget for Board approval, monitoring income and expenses, and developing long-term financial goals. 
· Attend a yearly audit or review with accountants.

· Oversee the legal aspects of the organization, including renewing insurance policies, permits and certificates.
· Manage the ACE staff; the Programming/Marketing Director/s.  Ensure the ACE employees are complying with their job descriptions.  Have employee meetings. 
· Oversee volunteer development.  

· Ensure that all ACE programs are consistent with the organization’s mission and policies.  
· Strengthen the organization’s existing programs and encourage the creative development of new programs, in order to fulfill the unmet needs of the community. 
· Energize the Alta and Little Cottonwood community to participate in and utilize the programs ACE provides.   

· Strengthen the established liaison between ACE and Little Cottonwood Canyon’s businesses and the Town of Alta.  
· Attend various meetings and trainings in Salt Lake and Alta.  
  

 

Qualifications Needed:

· Leadership experience. 

· Excellent communication and interpersonal skills. 
· Organizational skills. 

· Solid writing skills for donation letters and grants. Or willingness to learn the nuances of grant writing and fundraising.   
· Solid computer skills.  QuickBooks, Microsoft Word, Excel and Publisher programs used. 

· Knowledgeable of Social Media 
· Bachelor’s degree or proven experience in the non-profit sector. 

· Willingness to work a variable schedule with some nights and weekends. 
· To be able to work independently. 
· Ability to connect with and excite a diverse array of community members, including seasonal workers, home-owners, families, business owners, year-round residents, and tourists.
 

 Compensation:

· $20,000-24,000 per year depending on experience. 

· One Alta season’s pass.
· Upgrade to Snowbird Pass.
· Funds in Lieu.
 

Please submit a cover letter and resume to:

            Alta Community Enrichment

            P.O. Box 8142

            Alta, UT 84092

 

 

Alta Community Enrichment is committed to ensuring equal opportunity in employment without discrimination based upon religion, race, color, national origin, age, sex, or any other basis unrelated to the individual’s abilities and qualifications to serve.

