
Community Development Coordinator    updated 1/13/2018 rnj 

 
Responsibilities: 
 

 Reports to the Executive Director 

 Reports to BAC Tuesday through Saturday 11am-5pm. 40 hrs per week with 10 being flex time for 
events, etc 

 Coordinate all the various responsibilities of the Decentralized Arts Fund including contracts, attending 
meetings, final reports to the state, assembling a panel, holding training sessions, site visits of DAF 
Recipients and marketing of program 

 Assistance with all marketing including creation of promotion material, emails, website, social media, 
and press release writing.  

 Work closely with other staff on care of space and calendar including preparing for rentals and contact 
with renters and potential renters.   

 Maintaining all contracts for Gallery Spaces including East Bank Gallery, Emerging Artist Gallery, and 
1800 Prime.  This includes working with the Gallery Committee and Intern Program to coordinate 
installations, marketing, opening receptions, and removal of artwork at the end of the show.  CDC will 
be the primary contact for artists involved.   

 Attend meetings and events of local, regional and state organizations as recommended by the Executive 
Director.  

 Assist with fundraising efforts and special events. Event coordination and responsibility of logistics 
required as directed by the Executive Director 

 Assist in maintaining the BAC One Stop and conduct/schedule classes and workshops offered to artists 
and community. Inform artists of opportunities in the community 

 
Knowledge, Skills and Abilities: 
 

 Organizational skills are vital to this position 

 Ability to multi-task and work well under pressure, remaining professional during intense moments 

 Computer literate 

 Good writing, analytical and problem solving skills 

 Knowledge of overall mission and practices of organization, planning, records management and 
general administration 

 Ability to follow oral and written instructions 

 Work flexible hours including weekends 

 Ability to speak well publicly to both small and large groups 
 

Requirements: 
 

 Minimum 2-4 years’ experience in non-profit work 

 Grant experience a plus 

 Must be able to design graphics for postcards, flyers, social media, etc.  
 

Salary Ranges 
$24,000-$27,000 based on experience  


