Myrna Loy Center Job Description

Executive Director    

Exempt-Contract Employee  

Salary: $38,000 annually

Responsibilities

1. Oversee day-to day administration of the Myrna Loy Center;

2. Develop programs and maintain procedures for implementing programs including arts education, film and live performance;

3. Work with Board committees to develop goals and guidelines for Myrna Loy Center programming, fundraising, facility use, business procedures, financial procedures, and board development;

4. Supervise staff;

5. Oversee development of public relations and marketing materials for all MLC programs;

6. Work with the Board Executive Committee, Finance Committee, and Comptroller on financial issues & procedures, as well as oversee management of financial procedures;

7. Manage and schedule the calendar for the Center

8. Oversee rental of the MLC space;

9. Oversee technical support for live performance and other support for MLC  events as needed;

10. Contract with performers within guidelines set by Program Committee;

11. Oversee volunteer program;

12. Work with Community Coordinator in coordinating the Artist in the Schools program with the Helena School District;

13. Maintain national professional performing arts organizations connections;

14. Participate in appropriate Helena and Montana organizations

15. Help write and develop grant opportunities, coordinate grants, administer follow up procedures for successful grants; and

16. Use good judgment in balancing above work loads within limits of staffing

