
Art Center Executive Manager Job Description 

 

The Art League of Lincoln is a community cultural center that hosts art and music events, 

workshops, and special community events. The Art Center Executive Manager reports to the 
Board of Directors as a non-voting member. 

General Responsibilities and Qualifications 

General Responsibilities: 

The Art Center Executive Manager is responsible for executing the artistic policy/vision of 
the gallery and managing its day-to-day operations.  In addition, the Art Center Executive 
Manager is responsible for building a favorable reputation for the gallery, creating high 
levels of interest among the art community and the public, being a key fundraiser for the 
organization and growing the Art League’s presence, memberships, and sales.  They will 
also coordinate activities with the bookkeeper, gift shop manager, various volunteer 
committees and chairs, curators, members, visitors and other local partners 

Qualifications: Art Center Executive Manager will have: 

 an understanding and appreciation/passion for art 
 the experience and skills to develop effective marketing programs  
 the ability to recruit and collaborate with volunteers  
 management/leadership skills to run a profitable operation 
 significant experience/education in art sales or a previous management role in an  

art gallery 
 strong interpersonal & organizational skills  
 substantial knowledge of our local community connections and networks 

 

Specific Job Responsibilities 

Exhibitions:  

The Art Center Executive Manager is responsible for planning a program of diverse 
exhibitions and collaborating with volunteers to develop layouts to showcase the 
work. They will build relationships with artists and art critics to keep up to date with 
trends and works that will attract visitors and buyers. They will also try to obtain 
sponsorship to cover part of the exhibition costs.  In this role, the Art Center 
Executive Manager will: 

 Assist Exhibit Curators by providing necessary supplies and support for 

installation of each exhibit. 



 Monitor and work to resolve any issues with instructors, active programs or 

classes taking place in the Art Center. 
 Coordinate and maintain a master calendar of events. 
 Be responsible for the artwork for specific exhibitions 
 Maintain copies in a master file of any instructor agreements or exhibit 

contracts received at the Center. 
 

Volunteers:  The Art Center Executive Manager will: 
 
 Recruit, train, and supervise all volunteers, such as curators, education trainers, 

gift shop managers, etc. 
 Maintain the calendar for volunteer coverage in the Art Center, not only during 

regular open hours but for additional activities 
 Assist the bookkeeper, gift shop manager, various committees and chairs, 

curators, social media chairs, and other volunteers as needed. 
 
 Art Center Administration:  The Art Center Executive Manager will:           

 
 Open and lock the door during office hours, Wednesday through Saturdays, 

11:00am to 3:00pm. 
 Assure that a responsible individual is available to open and close the Art Center 

on special occasions such as receptions, classes, and other events. 
 Be the primary contact between the Art Center, satellite locations and the City of 

Lincoln to resolve facility maintenance issues and questions. 
 Greet and positively interact with visitors to the Art Center and answer questions   
 Receive and process telephone messages and incoming mail and direct them to 

the proper person 
 Assist with routine correspondence as required. 
 Delegate or perform light office housekeeping to include litter pickup around the 

building exterior, clean windows, sweep, empty waste baskets, etc. 
 

 
 Financial and Fundraiser Responsibilities:  The Art Center Executive Manager will: 
 

 Work with the treasurer and bookkeeper to develop and implement the annual 

budget. 
 Manage the budget to ensure that the gallery remains profitable. 
 Raise sufficient funds for board approved activities,  such as donations, grants, 

signature events, Big-Day-of-Giving, annual giving drives.  
 Raise sufficient funds to cover the Art Center Manager’s salary. 
 Report all gallery revenue 

 



Sales and Marketing:  The Art Center Executive Manager will: 

 Promote the Art League of Lincoln’s gallery shows, gift shop, web site, 
educational classes, and various activities.  

 Develop effective marketing programs 
 Use appropriate sales and marketing techniques, such as social media, 

website presence, digital marketing, email marketing, online sales / online 
gallery initiatives.)  

 Prepare or guide volunteers in preparing digital graphics and other tangible 
marketing assets as required. 

 Assist writing up sales receipts for Art Center sales.  
 Document sales transactions and incoming revenue on the proper forms.   

 

 
 Leadership Responsibilities: The Art Center Executive Manager will: 

 Actively participate in developing, enhancing, and overseeing new and existing 
strategies and activities to achieve the Art League’s mission, annual goals, and 
objectives. 

 Participate in developing and implementing policies, procedures, and practices 

to assure continuing improvement and success of the foundation. 
 Attend Board of Directors and committee meetings. 

 Community Relations: The Art Center Executive Manager will: 

 Run special events for schools and colleges to build an appreciation and 
understanding of art. 

 Conduct workshops for the community or adult education groups.  
 Encourage visitors to become members of the gallery.  

Other Job requirements: 
 

 Performs other duties and responsibilities as may be assigned. 
 Attend Art League of Lincoln, and other relevant community art events 
 Work hours: 16 to 20 per week, maximum  
 Physical activities: Involves lifting up to 40 lb. (e.g. cases of paper, 

beverages, office supplies), moving chairs, tables, and hanging artwork. 
 Performance:  A performance review will be held every 6 months with the 

Board of Directors and will be based on documented goals/achievements 

and metrics.  Employment is at the pleasure of the board. 


