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JOB CODE SERIES:  Arts and Cultural Development Series



JOB CODE TITLE:
ART PROGRAM REPRESENTATIVE
HRIS TITLE:

ART PRG REP
CHARACTERISTICS OF THE CLASS: Under general direction of the Deputy Director, exercises independent judgment in the provision of assistance to arts constituents.  Has the authority to determine nature and scope of assistance to be provided; to recommend course of action; to expend funds within program guidelines. Provides expert consultation and technical assistance to art organizations, universities/schools, community groups, and artists in support of cultural development.  Implements aspects of program development to include:  conducting research, defining strategies and approach, designing budget(s) and developing partnerships; coordinates, monitors and audits grant process; plans, organizes and presents workshops, seminars and conferences.  Work product consists of expert consultation and technical assistance provided; completed community assessment needs; innovative arts programs designed and established; effective monitor of grants process; completed financial, budget and progress reports; workshops, seminars and conferences organized/presented.  Responsible Significant degree of sound judgment in the design and evaluation of art programs and the provision of consultative services; effective and timely coordination of the grant approval process; monitoring and auditing approved grants; design and control of program budget(s) within established guidelines; and the effective and timely completion of projects assigned.

EXAMPLES OF DUTIES:  Visits with community organizations to assess, evaluate, determine cultural needs and develop strategies and directions to meet those needs.  Confers with and advises art organizations, community groups and artists in the presentation of art programs.  Coordinates grant approval process including, the arrangement of panelists, establishment of review criteria, monitor of panel proceedings, presentation of recommendations to the commission.  Negotiates cooperative agreements between and among public and private agencies, in order to advance common interests.  Composes correspondence dealing with subject matter in ways that call for considerable discretion and involve some judgment or negotiations, replying to inquiries, presenting, or requesting information.  Reviews, monitors, and controls amounts expended from the budget(s) to assure that expenditures do not exceed funds available.  Reports problems to department head.  Monitors and evaluates ongoing projects, analyzing performance and assuring compliance with laws, rules, and regulations.  

Composes periodic reports to federal government (or to other funding organizations) on progress of funded grant programs.  Supervises the development of instructional materials designed to improve arts programs and administrative methods.  Conducts and participates in conferences and workshops for improving arts programs and management methods. Assists program clients in completion of various required forms, reports and papers.  Explains agency policies, procedures and practices to applicants, clients, representatives of other agencies, or outside individuals or groups.  Composes articles for inclusion in publications.  Compiles information for, and writes periodic activity reports.  Attends staff meetings, relaying and receiving information regarding work activities.  Performs related work as required.
WORK CONDITIONS: Office environment with frequent overnight travel within the State of Arizona.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of: Fine arts including performing, visual and literary disciplines; current fine art trends in various disciplines; federal and state laws, rules, regulations and standards pertaining to Commission programs/projects; operation and structure of nonprofit art organizations; principles, methods and techniques of grant writing; budget preparation and expenditure control techniques.

Skill/Ability to: Application of effective written and oral communication skills; principles of organizational and administrative control; public relations techniques in establishing and maintaining excellent working relationships; application of methods and techniques of grants processing; principles of budget preparation and management.

Experience and Education: Typical ways to obtain the KSAs would be:
· Three years of experience appropriate to the area of assignment.  

-    A Bachelor's degree from an accredited college or university in the field of fine arts, humanities (or other closely related field) may substitute for one of the required three years of experience.

-   Any combination of training and experience that meet the knowledge, skills, and abilities (KSAs) may be    substituted. 

