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JOB DESCRIPTION: 

Executive Director 

IDEAL CANDIDATE:  

The ideal candidate will have a successful history of non-profit management 
(minimum 5 years); supervision of staff and volunteers and can demonstrate impactful 
grant writing and fundraising experience with an emphasis in visual arts in Indiana.  

PRIMARY RESPONSIBILITIES:  

Assist the Board of Directors to fulfill the organization’s mission. Execute and revise 
the organization’s strategic plan, creating cutting edge programs and securing funding 
to lead the organization into its 100th year.  Manage and cultivate the organization’s 
operations, finances, relationships, assets, and records. Provide impactful leadership to 
all constituents including Board members; patrons; funders, staff and volunteers.  
Build, enhance and manage relationships with key constituents and cultivate a 
volunteer corps at all galleries and for special events. 

 
Programming 
 Create cutting edge annual programming to include exhibitions at two galleries, the 

annual juried exhibition, the First Brush of Spring program, educational outreach, 
workshops, and new projects for constituent groups.  

 Cultivate and enhance artist membership across all 92 counties in Indiana and develop 
new opportunities to enhance membership in the organization. 

 Represent Hoosier Art Salon at selected Indiana arts events and exhibitions. Foster 
extensive network of Indiana artists and arts partners. 

 Explore new revenue opportunities including facility rental, pop-up exhibitions and 
workshops, and partnerships 

 Develop and support volunteers and opportunities throughout the organization 
 Gallery management 
 Negotiate and prepare contracts 

 
Annual Exhibition 
 Identify jurors and negotiate contracts, including workshops 
 Work with AE Committee Chairperson to coordinate all activities for the committee 
 Work with the AE Committee to secure adequate sponsorship funding, award funding, 

entry fee income, and event admissions income. 
 Prepare call for entries, online application guidelines, systems, and jury process 
 Promote the call for entries sufficiently to maximize artist participation 



 

 

 Develop all marketing materials for the project including Save-the-Date cards, 
invitations, catalogs, websites, logos, gallery graphics, etc. 

 Serve as team lead for the project team at the partner venue 
 Coordinate the delivery and return of work at the venue 
 Layout the exhibition for installation 
 Set the award categories, secure their funding, and pay the artists at the opening event. 
 Maximize sales at the preview event, during the run of the exhibition, and through 

online sales opportunities. 
 Prepare year end summary for Committee and as report to Board and funders, tracking 

key metrics. 
 

Fundraising/Grant Writing 
 Develop and execute a funding plan that balances revenue sources across 

artists, individuals, businesses, affiliates, and grantor categories.  
 Support the Development Committee to meet revenue expectations. 
 Keep accurate and timely constituent records that document relationships 

with donors across all categories (memberships, annual giving, grants, 
sponsorships, etc.). 

 Acknowledge all gifts timely and document all interactions with donors in the 
organization’s constituent relationship management (CRM) system (Bloomerang). Use 
the system to communicate with membership and funders. 

 Meet regularly with donors and patrons to secure annual support; increase 
the giving levels of top donors and increase the number of new donors. 

 Identify new grant opportunities and leverage current Hoosier Art Salon relationships 
with grantors. 

 Develop project budgets, write grants, track reporting data, and compile midterm and 
final grant reports. 

 Maintain the organization’s mailing lists. 
 Conduct annual membership campaign 
 Conduct annual giving campaign 
 Conduct annual affiliated organizations campaigns (sororities, businesses, etc.) 
 Secure sponsorship support for the annual member exhibition and for all programs 

Financial 
 Maintain all organization financial records in the online accounting system QuickBooks 

Online. Keep accurate and timely records of income and expenses (pledges, bills, sales 
receipts, credits, etc.) coded to chart of accounts and class category (line of business) 
standards 

 Process timely payments for recurring bills (rent, utilities, fees, sales tax, etc.) and for 
periodic expenses (artist commissions, supplies, contractors, etc.)  

 Work with contracted bookkeeper and accountants to manage bank accounts including 
reconciling at month’s-end and year-end. 

 Work with the Finance Committee to set annual operating and special project budgets 
 Successfully operate with budget parameters 
 Develop reports and projections to accurately reflect the current condition of the 

organization and to guide the board and its committees in making decisions. 



 

 

 Assure that reporting from the galleries is done in a timely fashion to reconcile 
financials at the end of each month. All work done in QBOL and Bloomerang. 

 Serve as administrator and manager of all staff of Hoosier Art Salon. Responsible for 
online payroll system (Gusto) -- handling hiring, termination, and special payroll, as 
well as the tracking & reporting of all personal; sick; vacation and disability time for all 
employees.  

 Ensure that all necessary tax, payroll and insurance obligations are met. 
 Prepare records for annual independent management review by auditors 

 

Responsibilities to the Board 
 Prepare, maintain and monitor the organization’s 3-year strategic plan. Enhance and 

recalibrate with input from all constituents. 
 Maintain all by-laws, policies, and directives of the board of directors. 
 Develop reports and projections to accurately reflect the current condition of the 

organization, progress of committees, to help guide the board and its committees in 
decision making. 

 Report all risk in a timely manner. 
 Produce a monthly Executive Director report summarizing progress on goals and 

objectives of self; staff and organization at large. 
 Communicate with board members regarding meeting dates/times; distribute materials 

and meeting minutes for all committee meetings as needed. 
 Respond in a timely manner to board correspondence and communications 
 Assist board president and executive committee as needed. 
 Work with Standing Committees to accomplish goals and assure alignment with 

strategic plan. 
 Responsible for overseeing production of newsletters, invitations, web content and all 

marketing for the board and the organization. 
 
JOB REQUIREMENTS: 

 High Competence with the following computer programs required: 
Microsoft Office (Word, Outlook, Excel and Access), Adobe Creative 
Suite, QuickBooks, and Bloomerang (CRM) 

 Positive personality and ability to multi-task 
 Strong project management experience 
 Broad interpersonal skills. 
 Adaptive to diverse audiences. 
 Knowledge of Indiana art; art market; history and understanding of art 

production methodology helpful. 
 Excellent written and verbal communication skills. 
 Team player/coach with the ability to work independently. 
 Ability to lift 40 pounds 
 Monday through Friday daytime hours; some evenings & weekends and 

limited travel required. 
 


