February 16, 2021
JOB POSTING – Executive Director, Public Art Reston

(Public Art Reston will be conducting virtual interviews.)

Public Art Reston is looking for a dynamic individual to manage this vibrant 501(c) (3) organization that serves a diverse community for whom the arts are fundamental to its lifestyle proposition. Duties include fiscal management, fundraising, community outreach and engagement. Position will provide coordination of community public artwork projects when and as they occur. 


KEY JOB DUTIES:
· Manages, organizes, administers, and monitors activities and functions to implement 	public art projects with partners, the Public Art Committee and outside agencies, 	contractors, and design professionals. Activities may include:
· Develops program and project budgets, schedules, work plans, and cost estimates/projections.
· Works with pro bono legal counsel to draft and administer all project design, construction/fabrication and installation contracts for Public Art Reston-sponsored projects.
· Meets with community representatives, artists, other stakeholders and the Public Art Committee to review proposed projects and activities either undertaken by Public Art Reston or coordinated with outside partners.
· Manages the artist/consultant selection process for projects under Public Art Reston’s jurisdiction.
· Researches best practices and provides advice for construction and installation of Public Art Projects undertaken by Public Art Reston and/or by community partners.
· Manages part-time staff and/or consultants as applicable.
· Provides expert administrative services to the Public Art Reston organization and Board including fiscal management, fundraising and communications. Board support activities including meeting materials preparation, maintenance of organization financial records, document and financial controls.
· Lead efforts with financial and volunteer staff to: develop budgets, enhance financial reporting, and communication of financial result with Board Members.
· Serves as the organization’s representative in community settings to provide presentations, program descriptions, engagement activities and other events.

MINIMUM QUALIFICATIONS
· Bachelor's degree mandatory.
· Five years of experience 
· Ability to work evenings and weekends, as required.
· Experience working with a nonprofit board.
· Demonstrated success in identifying, applying for and being awarded grants.
· Demonstrated ability to manage money and make payroll – pay attention to the reality.
· Skilled in Office365.
· Responsible for producing budgets, reading and analyzing monthly financial statements, presenting financial data. 
· Ability to work toward a paperless office environment.
· Ability to fundraise and pursue grant awards successfully.
· Excellent communications ability, both written and oral.


PREFERRED QUALIFICATIONS LIST

· High energy level and enthusiasm for community-building and fundraising.
· Relationship builder, especially with:
		Staff, board and committee members.
		Founding partners and key staff.
		Funders, developers and grantors (both current and potential).
· Exposure to and love of the arts.
· Public art management a plus.
· Enthusiasm for making presentations and leading community engagement activities.
· Willingness to delegate, to ask for assistance when needed, to recruit volunteers.


OTHER ITEMS

· Pay – Please provide salary requirement.
· Benefits – Paid holidays, vacation days (13 holidays, 10 days of paid leave)                       
· How to apply – Please submit a resume and references to admin@publicartreston.org
· Writing sample – To be provided as part of the interview process.
· Interview process – Panel interview plus functional exercise. 
· Knowledge of Reston is highly valued.


Public Art Reston is an Equal Opportunity Employer. We comply with Fairfax County’s hiring statement: Fairfax County Government prohibits discrimination on the basis of race, color, religion, national origin, sex, pregnancy, childbirth or related medical conditions, age, marital status, disability, sexual orientation, gender identity, genetics, political affiliation, or status as a veteran in the recruitment, selection, and hiring of its workforce.  

