Alta Community Enrichment

Executive Director  Position Description

 Organization
 Alta Arts Council, doing business as Alta Community Enrichment (ACE), is a 501(c) 3 non-profit organization.  ACE's mission is to create opportunities in the Little Cottonwood community for individual and group participation in the arts, cultural events and education.
 Position
Reporting to the Board of Directors, the Executive Director (ED) is responsible for overall management and operation of ACE's staff, programs, growth and execution of its mission.   
 Responsibilities
Leadership and Management

· Develop, support and maintain a strong Board of Directors: work with Board to create and implement a long range growth plan
· Maintain the legal aspects of the organization, including renewing insurance policies, permits and certificates
· Organize, prepare and attend Board meetings
· Manage ACE staff and volunteers
· Actively engage and energize the ACE community, volunteers, board members, partnering organizations and funders
· Strengthen existing programs and encourage creative development of new programs to fulfill unmet needs of the community
· Ensure program excellence and consistent quality of finance, administration, fundraising and public relations
· Attend various meetings and training opportunities
 Fundraising and Public Relations
· Ensure that ACE has a strong fundraising strategy:  continue to cultivate and solicit major donors, in-kind donors, foundations and grant opportunities
· Compose and mail yearly fundraising and thank you letters  
· Create and manage a yearly budget:  attend a yearly audit or review with accountants
· Strengthen relationships with Little Cottonwood Canyon businesses and the Town of Alta
 

Qualifications 
· Bachelor’s degree or proven experience in the non-profit sector
· Organizational management
· Solid computer skills including QuickBooks, Microsoft Word, Excel and Publisher
· Knowledge of social media
· Strong written and verbal communication skills 
· Excellent communication and interpersonal skills 
· Willingness to work a variable schedule including some nights and weekends.  
· 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
· Passion, idealism, integrity, positive attitude, mission-driven, and self-directed
