









	
 Home

	 Add Document
	 Sign In
	 Create An Account














[image: PDFKUL.COM]






































	
 Viewer

	
 Transcript













!



POSITION DESCRIPTION  Client Manager, Artist Programs & Services About Shunpike: Shunpike’s mission is to provide independent arts groups with the services, resources



and opportunities they need to forge their own paths to sustainable success. We provide groups with backoffice services that strengthen their day-to-day operations, while also offering strategic guidance that leads them toward their long-term goals. Shunpike’s current Strategic Plan prioritizes greater racial equity within the independent arts sector and Shunpike’s programs and services aim to reflect a much greater level of inclusion for arts groups and artists of color than currently exists. At the same time, Shunpike plans to actively collect data about the independent arts groups and artists to build a greater demographic and qualitative understanding of the sector.



About the Role:  



Reporting to the Executive Director, the Client Manager, Artist Programs & Services works as part of a team to provide high-level support to Shunpike’s programs and services for artists and arts groups (currently including: Fiscal Sponsorship Service, Arts Business Clinic, and Hive Mind), and ensure that these programs and services are comprehensive, up-to-date, and delivered effectively in a timely manner. This position involves a great deal of artist, vendor and stakeholder liaison and is central to Shunpike’s engagement with the community.



Position Responsibilities: Working as part of a small team client management team, the Client Manager, Artist Programs & Services is responsible for -  •



Managing the application, renewal and close-out process for a portfolio of arts groups (clients) under Shunpike’s Fiscal Sponsorship service, including delivery of informational, onboarding and orientation sessions for prospective and new clients



•



Processing client deposits and check requests in preparation for entry into Shunpike’s financial accounting software, report on client fund balances and, working with Shunpike’s Finance Manager, review and distribute financial reports on behalf of clients 



•



Responding to inquiries from Shunpike clients regarding a range of arts business, management and administrative matters including, but not limited to: insurance, contract management and negotiation, program and organizational planning, licenses, permits, corporate registration, fundraising and special events, grant writing/applications and grants management, and basic tax obligations.



•



Coordinating the grants management process for clients including review of funding applications



•



Working with Shunpike’s Administrative, Marketing & Development Coordinator to promote Shunpike’s programs and services, and manage invitations and RSVP’s to Shunpike events as appropriate



•



Coordinating the logistical delivery of Shunpike’s programs including, but not limited to: venue and equipment hire, travel and catering arrangements, documentation, and general production and event management, as well a recruiting and managing program volunteers and interns (as needed).



•



Researching, developing and collating service-related resources and materials for both internal (staff) and external (arts groups) clients.



•



Maintaining a comprehensive and up-to-date awareness of arts and non-profit trends and opportunities and identifying opportunities to better support Shunpike’s clients.



•



Participating as needed in arts and non-profit sector meetings and gatherings on behalf of Shunpike.



•



! Contributing to the evaluation and development of Shunpike’s programs and services and preparing reports on the same as required



•



Identifying opportunities for financial support and working with Shunpike’s Executive Director to secure financial and in-kind support for Shunpike’s programs and services



•



Other duties as directed by the Executive Director



About You: •



At a minimum, you have a Bachelors Degree and at least 3 years experience working in a non-profit arts context as a producer and/or arts administrator/program manager. A Master’s degree is not required but applicants with a Masters will be favorably considered.



•



You are financially literate. You do not need to be an accountant or bookkeeper, but you must be comfortable with handling cash, confidently read financial reports and develop budgets, and have a good understanding of the accounting cycle.



•



You are very personable, have a cheerful disposition, a great sense of humor, possess an incredible amount of patience, and you’re able to operate and respond in a rapid-fire environment while still remaining cool, calm and collected.



•



You are an active listener who enjoys helping people achieve their goals.



•



You believe that you can never learn too much and your curious mind will lead you to explore current research and new ideas in the arts sector.



•



You are a super organized, multi-tasking, time-management whiz.



•



Though a natural collaborator and loyal team player, you can manage responsibilities independently and are self-motivated to use your creativity, tenacity and savvy to solve problems as they arise.



•



You are proficient with Word and Excel, experienced with a variety of cloud-based software and social media platforms, and are very confident using a variety of information technology systems.



•



You have an eye for detail, excellent verbal and written communication skills and a high degree of discretion and professionalism.



Preferred Experience: Candidates who are comfortable in a Mac environment and have experience with Salesforce are preferred. Given Shunpike’s current strategic priorities, applicants of color who have experience working with artists and communities of color are particularly encouraged to apply. Employment Status: This position is full-time, 40 hours /week. Hours are 10am – 6pm, with flexibility supported as needed (including the capacity to work remotely from time to time). Some weekend and evening work is required. Remuneration: $35K - $38K per annum (dependent upon experience) + full medical & dental health insurance + fully paid ORCA card. Shunpike staff are offered 20 days paid PTO per year.
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Oct 9, 2014 - Financial and Business Management System [FBMS]). 1. Percentage Of Time ... Ability to use a computer and software applications. KSA. Skills.
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Position Description 

Systems knowledge â€“ MS Outlook, MS Word and MS Excel. â€¢. Excellent numerical and analytical skill. â€¢. Excellent attention to detail and organizational abilities.
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We are currently looking to hire students for our spring. Finance Internship. Location: Budapest office. Start date: Spring (February/March). Contract: 20/30/40 hours-a-week contract (flexible). Morgan Stanley is a global financial services firm and 
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Aug 7, 2015 - Keep the Land Trust's social media platforms â€“ Facebook, Twitter, website and email â€“ active and alive with current information and notices.
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Membership of the New Zealand Institute of Chartered Accountants or equivalent. â€¢ Tertiary qualification in a relevant field. â€¢ Demonstrated strategic ability and ...
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Renewable ... Current First Aid and CPR certification as specified in the Council Resource Guide: ... For more information, details and links for this position, go to: ...
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Coordinate with staff to strengthen the organization's social media presence. â€¢ Organize and serve as technical host for webinars. â€¢ Manage branding and ...
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This position would fill in as programming deems necessary up to. 10 hours a week until the end of May at a rate of $10.22/hour. At that time they may have the.
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Outstanding interpersonal and written communication skills. â€¢ Demonstrated ability to work effectively as both a team player and independently. â€¢ Willingness to travel (frequently overnight) and be capable of hiking and carrying. equipment in dif
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and special projects including major gifts, grants, planned giving, annual giving ... managing capital campaigns, grant writing, donor relations, major gifts, and.
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ResultsLab Senior Consultant, Performance Management and Evaluation. Capacity Building. ResultsLab is a Denver-based strategic consulting firm focused on ...
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Skagit Land Trust is a private, non-profit organization dedicated to the conservation of natural and ... Executive Director, PO Box 1017 Mount Vernon WA 98273.
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Location: Deaf Victoria Office, Level 3, 340 Albert St East Melbourne. ... wider hearing communities by providing advocacy, advice, support and ... Maintain constructive and positive relationships with a broad network of stakeholders in.
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... may include weekend or evening hours. To apply please send a cover letter, resume, and the application found at ... recreation-worker-application.pdf?sfvrsn=6 at the email below. Brandon Smith ... Phone:321-433-4490. Fax:321-433-4492.
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