City of San Antonio

Human Resources Department

111 Plaza De Armas   San Antonio, Texas 78207

Phone: (210) 207-8108   V/TTY: (210) 207-4235

Job Line: (210) 207-7280

CULTURAL AFFAIRS MANAGER    

The City of San Antonio's Cultural Affairs Department is recruiting for a Cultural Affairs Manager.  This position is responsible for organizing and coordinating the operations of the Office of Cultural Affairs Arts Funding Division to include overseeing the funding process for artists and arts and cultural organizations.  Exercises direct supervision over professional and clerical support staff.    

Essential job functions include, but are not limited to, the following: plans, develops, and reviews annual  budget allocations, division staff assignments, and objectives; coordinates funding policy and procedure changes;  oversees the funding process for arts and cultural organizations and artists; prepares and monitors program budget  and seeks alternative funding sources; develops and administers the arts funding process to award arts and cultural  contracts to artists and arts and cultural organizations; provides technical assistance to artists, arts and cultural  organizations; assists programs that encourage arts activities in the neighborhoods, arts education, and interactive  industries in the San Antonio area; develops and manages initiatives designed to support and encourage the  community's cultural vitality and nurture San Antonio's creative sectors; coordinates activities with other City  departments, City advisory commissions, state and federal agencies, cultural community, visitor industry, arts  organizations, business representatives, public officials, and other interested parties; oversees the administration of  various selection processes to implement the Arts Funding Programs; prepares and makes presentations to public  committees, Cultural Arts Board, City Commissions and community groups; represents the Office of Cultural Affairs at  local, state and national organizations and at professional activities to maintain the image of the Office and to create  public support for Office programs; plans, directs, supervises, and evaluates staff; performs related duties and fulfills  responsibilities as required.    The ideal candidate should possess knowledge of federal, state, and local laws and ordinances related to the arts;  knowledge of national and local network of arts agencies, programs, grants, and associations; knowledge of grant  writing and grant program administration; knowledge of budget development and monitoring procedures, practices,  and techniques.  Ability to build relationships between public and private organizations dealing with the arts;  ability to  supervise, train, and evaluate assigned staff;  ability to communicate clearly and effectively both verbally and in writing;   ability to establish and maintain an effective working relationship with employees, management and the general public;  ability to develop clear and concise written reports and proposals.  Skill in oral and written communication.  Ability to conduct effective presentations before large and small groups.     This position requires that the successful candidate possess a Bachelor's Degree from an accredited college or university with preferable coursework in Art, Arts Administration or Management, Business Administration, Public Administration or a related field; five years of increasingly responsible experience in arts administration, to include two years of administrative and/or managerial responsibility.  A valid Class "C" Texas Driver's License or ability to obtain a valid one within thirty (30) days after becoming a resident of the State of Texas is also required.  All job offers are pending satisfactory results from pre-employment drug testing, references, background checks and credential verification.    

Salary is negotiable depending on experience and qualifications.  

Benefits include subsidized healthcare coverage, retirement plan, life insurance, paid leave and voluntary benefits.  This position is exempt from Civil Service and subject to at-will employment status.  Apply with cover letter, salary history, and a resume (detailing work and education history, including dates for work assignments) and three to five work references with contact information to: City of San Antonio Human Resources Department, Attention Erica Granado, Human Resources Analyst, P.O. Box 839966, San Antonio, TX 78283.   Candidate information may also be submitted in person Monday through Friday (excluding holidays) from 7:30 AM to 5:15 PM, at the Human Resources Department located at 111 Plaza de Armas in downtown San Antonio.  Date posted:  12/06/07 – Open until filled.    For additional information contact Erica Granado at (210) 207-7119.   
