VAN WERT AREA PERFORMING ARTS FOUNDATION (VWAPAF)
Executive Director Job Description

The Executive Director will be a proven visionary and leader in the field of entertainment, who identifies opportunities
by matching artists to venues and appeals to diverse audiences. The Director will develop, manage, and evaluate
programs, promotions, operational workflow, financial reporting, budgeting, and other work as required to fulfill the
vision, mission, and values of the Van Wert Area Performing Arts Foundation (VWAPAF). This is a full-time exempt
position. The Executive Director reports to the VWAPAF Board of Directors and to the CEO of The Van Wert County
Foundation (VWCF) The Executive Director also serves as President of the VWAPAF. The compensation package is
determined and paid for by the VWCF with input from the President of the VWAPAF, who both perform a yearly review
of the Executive Director and more frequently as needed.

RESPONSIBILITIES

Abide by the Vision, Mission, and Values of both the VWAPAF and the VWCF.

Maintain an attitude of continuous improvement by participating in educational opportunities, reading
professional publications, maintaining personal networks, and participating in professional organizations.
Establish and guide the present and future vision for performing arts in Van Wert.

Set the tone for organizational culture.

Guide, develop, and abide by best practices for board governance.

Foster and develop deep relationships within the Van Wert County Community.

Communicate and maintain positive relationships with the Van Wert City School Administration.

Plan and coordinate a diverse selection of entertainment events at venues within the city of Van Wert.
Responsible for brand management across the family of brands as part of the VWAPAF.

Manage, recruit, motivate, evaluate, hire, (and terminate if needed) all staff for the VWAPAF.

. Implement process improvements that provides structure for a creative staff work environment.

Approve compensation of staff and contract personnel.
Develop, implement, and manage donor engagement efforts.
Maintain and coordinate all regulations, policies, and procedures of the VWAPAF.

. Provide the VWAPAF with a Board Packet complete with minutes, financial statements, and director’s report

monthly. Submit a copy of the packet monthly to VWCF.

Perform strategic financial analysis of key performance measures and report to the Board monthly.

Research, recommend, prepare, and manage funding opportunities such as grants and fundraisers.

Negotiate and execute all contracts with artists and their representatives.

Foster, organize, produce, book, and present specific events/artists including, but not limited to: Niswonger
Performing Arts Center, Fountain Park Summer Music Series, and other musical experiences in the community.
Develop relationships with Agents, Artists, and Promoters to engage talent.

. Prepare annual budget for VWCF Performing Arts Operating Fund, in coordination with VWCF CEO by

November 1 each year.
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Self-motivated, team-oriented, resilient, and adaptive to change.

Positive attitude with exemplary customer service.

Attentive to detail and creative problem solver.

Ability to prioritize tasks and maintain strong organizational skills.

Maintains excellent communication skills.

Ability to create and navigate appropriate financial reporting, analysis, and interpretation of data.
Proficient with the technology necessary to complete prescribed tasks.

Holds In-depth knowledge of marketing, market analysis, sales activity, and customer service principles.
Proficient at managing human resources to leverage efficiencies in a high-paced environment.
Adept at building relationships and trust at every touchpoint of the brand.

7-10 years of experience in a performing arts or venue management profession preferred.

The preferred candidate would live within or be willing to relocate to Van Wert County.

| have read this description and | can fully meet the responsibilities and qualifications of this position.
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