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Position: Executive Director

REPORTS TO: President and Executive Committee of the Board of Trustees of the Asheville Museum of History (AMoH).

[bookmark: PURPOSE_OF_POSITION:]PURPOSE OF POSITION:
The Executive Director will administer the affairs of the Asheville Museum of History. The Executive Director will participate in fundraising activities, oversee the day-to-day operation of the Smith McDowell House, be responsible for community outreach and marketing; supervise staff members; and perform related duties as assigned by the Board of Trustees.

[bookmark: RESPONSIBILITIES:]RESPONSIBILITIES:

[bookmark: _Hlk224030378]Development
· Develop a strategy for cultivating and securing outside funding sources through routine and major donor contributions, sponsorships, grants, fundraising events and other development activities in collaboration with the Board of Trustees

Financial
· Oversee all organizational fiscal matters in collaboration with the Treasurer and contracted bookkeeper, including consistent financial record keeping and regular financial reports
· Prepare the annual budget
· Manage accounts receivable and payable; security of daily museum receipts; bank deposits and reconciliations
· Ensure that federal Form 990 is filed annually with the IRS; the Charitable Solicitation License is maintained; annual reports are filed with the NC Secretary of State; and all required business licenses and reports are maintained as required

Programmatic and Management
· Manage the maintenance, upkeep, and security of the museum facility at the Smith-McDowell House and its grounds (including compliance with all standards related to its listing on the National Register of Historic Places and its local landmark designation) with the Buildings and Grounds Committee
· Coordinate and oversee the use of museum facilities by outside groups
· Ensure the safety, security, and proper storage of the museum’s collections
· Manage exhibitions and recommend future exhibitions and programs in collaboration with the Exhibits Committee and staff
· Manage the planning and execution of the Thomas Wolfe Literary Award and the Outstanding Achievement Award and related programs and events with the Awards Committee

Community Liaison and Representation
· Develop and implement marketing and community relations plans
· Develop working relationships with community leaders, other museums and nonprofit organizations, professional associations and the business community
· Represent the museum in formal and informal presentations at the museum and at community events
· Serve as the museum’s liaison to Asheville-Buncombe Technical College

Supervisory
· Supervise the Programs Manager in designing and implementing a broad range of educational programs, activities, and events to meet the interests of varied audiences from K-12 to general adult 
· Supervise the Visitor Services and Development Manager in overseeing the daily operation of the museum and the visitor experience; maintaining the membership database and member communication; volunteer recruitment, training, and management; writing and distributing a newsletter and creating content for social media

[bookmark: EVALUATION:]EVALUATION:
The Executive Director is evaluated annually by the AMH Executive Committee. Evaluation is based on performance measured against annual goals and objectives set by the Board of Trustees.

[bookmark: QUALIFICATIONS:]QUALIFICATIONS:
A Master’s Degree is preferred, or a Bachelors in a related field with five years experience in lieu of a Master’s.

Preference given to candidates with demonstrated skills/abilities in the following:
· Successful and measurable fundraising experience
· Museum Management
· Supervisory Experience
· Strong Oral and Written Communication Skills
· Finance and Budget Experience
· Interest in History as demonstrated through education, work history, or volunteer activities

SALARY: $80,800.00

Please apply via Indeed:  https://www.indeed.com/job/executive-director-53a91fea68b5c2c5

APPLICATION DEADLINE: Open until filled, subject to available funding.
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