Steffen Thomas Museum and Archives, Inc 
(DBA: Steffen Thomas Museum of Art)
Deputy Director Job Description

FY2022
Desired Background:

· Bachelor’s Degree or higher in a field related to development, marketing and/or the arts. 

· Experience in nonprofit administration and development, including work with budgets, grant writing, and fund raising. (3-5 years)
· Exceptional management and organizational skills.

· Strong written and verbal communication skills. 
· Computer literacy including proficiency in MS Office suite of programs, QuickBooks accounting system, and an understanding of present-day technologies, including social media, and their application in the museum context.
· Energetic and personable candidate who will enjoy the challenge of helping lead STMA. 
Deputy Director will work with the Museum Director on the following:

Philosophy and Mission:

· Ensure that all STMA planning, exhibitions and related programs are informed by Steffen Thomas’s philosophy of the Brotherhood of Mankind (attached)
· Use the Museum Mission and Strategic Plan as guides for all work at STMA (attached)
Development / Fund Raising:
· Seek out new grant opportunities and take lead in writing grant proposals.

· Manage the grant timeline and requirements. 
· Assist Museum Director in preparing funding proposals for businesses and individuals.

· Assist Museum Director in writing annual budget with help and advice of Finance Committee, to be approved by Board of Directors.

· Coordinate fund raising events, working with Board members and volunteers.
· Develop and maintain a relationship with sponsors and donors.

Membership: 
· Work with Director, Board and Membership Committee on expanding membership through innovative efforts.
· Coordinate Membership Committee, including scheduling meetings.
· Recruit STMA volunteers from the membership roster
Programs (Exhibitions and Outreach):

· Work with Exhibitions, Education, Program Committee, Arts Outreach Coordinator, Project Coordinator, and guest curators on planning for future exhibitions and programs.
Museum Shop:

· Manage the Museum Shop with assistance of Office Administrator, including display, buying, pricing, inventory.
Advocacy:

· Serve as an arts advocate and public relations emissary for STMA in the Museum, the broader community, at the regional level and beyond, 
· Represent STMA on related committees in the community.
The STMA Deputy Director position is a full time salaried position that includes attendance at meetings and events after hours and on weekends. Salary commensurate with education and experience. (Salary range $42,000-$45,000, with some benefits)
Please submit resumes to info@steffenthomas.org to the attention of Lisa Thomas Conner, Interim Director.
Steffen Thomas Museum of Art

4200 Bethany Road ~ Buckhead, GA 30625

info@steffenthomas.org ~ www.steffenthomas.org

