Job Posting

Scottsboro-Jackson Heritage Center Executive Director

Posted:     Wednesday, May 17, 2017

Removal:  Tuesday, May 30, 2017

Position:   Executive Director, Scottsboro-Jackson Heritage Center

Salary:      Negotiable depending on qualifications and experience
Job Summary

Direct all daily operations of the museum, including oversight and upkeep and maintenance of the grounds and buildings; prepare yearly operating budget; work with the Treasurer of the Museum Board to insure financial security of the museum; prepare monthly revenue and expenditure analysis for the Board; prepare and implement educational programs and exhibits that support positive community focus on the cultural history as well as the actual history of the area and the Scottsboro-Jackson Heritage Center.
Qualifications

1. Demonstrate strong public relations and administrative skills necessary for the supervision of the daily operations of the Scottsboro-Jackson Heritage Center.

2. Hold a Bachelor of Arts or Bachelor of Science degree with an emphasis in American History or have a combination of education and experience in related fields of American History, historic preservation, museum experience and cultural history.

3. Have computer and written communication skills.

4. Have a love of history and knowledge of Jackson County.

5. Be flexible in day to day assignments

6. Be able to work well with children as well as seniors.

7. Have the ability and confidence to address small groups..

8. Be able to periodically work on weekends and special projects.
General Duties and Responsibilities
1. Work with the Scottsboro Museum Board and various committees in operating the local museum and cultural center.

2. Direct the daily operations of the Center to include, but not limited to, the checking
and response to e-mail, phone calls, messages and requests for information.

3. Develop and maintain Scottsboro-Jackson Heritage Center websites and social media.

4. Provide assistance for genealogy research.

5. Supervise a part-time assistant.

6. Timely mailings to promote membership in the Center as well as all other correspondence pertaining to the social and historical activities of the Center.

7. Oversee the upkeep and maintenance of all grounds, buildings and improvements. Present needs and improvements for Board approval prior to financially obligating the Board for any such improvements and prior to commencing any proposed work or projects.
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General Duties and Responsibilities (continued)

8. Prepare and present yearly recommended budget to Board for consideration no later than the July monthly meeting and submit an Annual Report summarizing the activities from the previous calendar year and proposed activities for the current calendar year in accordance with the By-Laws of the Museum Commission of the City of Scottsboro, Alabama.
9. Work with the Treasurer of the Museum Board to oversee the deposit of all monies received, make investments as approved by the Board and use available funds of the Board to make payment for all its legal bills. Expenditures of funds of the Board for other than regular reoccurring monthly expenditures for the Heritage Center will require, at the minimum, the approval of the Treasures or if the Treasurer is not available, the President of the Scottsboro Museum Commission.. Such expenditures will require a second party signature on the check.
10. Submit required documentation of revenues and expenditures for each month to the approved accounting office for preparation of monthly financial reports for subsequent submission to the Board.
11. Prepare materials and presentations for the monthly Museum Board meeting.

12. Submit applications for grants to other sources for funding requests with approval from the Museum Board.

13. Prepare and implement educational programs that support positive community focus on the cultural and historical history of the area and the Center.

14. Assume any other duties and responsibilities as assigned by the Museum Board.

15. Conduct tours.

Applications are available at the Scottsboro-Jackson Heritage Center, 208 S. Houston Street.
An Equal Opportunity Employer and a Drug Free Workplace.
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