Sauk County Historical Society 

Job Description

Executive Director 




Supervisor: Board of Directors 

FTE: Half time                                                        
Classification: 

I.
      Agency Management
A. Represent the Society on a daily basis and be the “buck stops here person”

B. Ensure that the mission of the Society is followed
C. Oversee appropriate insurance for the agency and review annually
D. Oversee the maintenance and operation of the museum including equipment 

E. Represent the Society at community and governmental meetings including Sauk County UW-Extension, Arts and Culture, as appropriate 
F. Build and maintain relationships with news media, area business, local governments, and other organizations

G. Receive and distribute all incoming correspondence including mail and email

II.
Fund Raising
A.    Develop grants to support operational and special projects
        with assistance from staff and board as needed
B.    Assist with special events as needed 

C.    Keep list of information necessary to hold each event 

D.    Oversee membership donations process 

E.    Develop contacts and relationships with major donors and businesses

III.
Financial Management
A. Manage the finances – see that income and expense stay within the Board-approved budget, or that appropriate adjustments are made during the year.

B. Prepare deposits – ensure that monies are put into the proper accounts, and that special funds are handled correctly.

C. Approve bills – ensure timely payment and that the proper account is charged.

D. Availability of funds – ensure that adequate funds are maintained in the checking account for bill and payroll payment; transfer funds to/from History Center account as needed.

E. Payroll – notify Wegners of hours worked and initiate payroll for direct deposit, with Haley’s participation.

F. Withholding – pay withholding on a timely basis.

G. Prepare cash box for all traveling outreach and public events.

IV.
Staff Supervision 

A. Schedule staff – provide scheduling that will keep the museum open, without going over allotted hours; approve time sheets.

B. Evaluate staff – provide annual (or more frequent) evaluations, ensuring that staff complies with their job descriptions, revising job descriptions as needed.

C. Personnel records – maintain required personnel documents and record of benefits accrued/used.

D. Personnel Policies – interpret Personnel Policies when questions arise; notify the Board of any needed changes.

V.
Merchandise Sales

A. Keep an inventory of all merchandise

B. Price all merchandise

C. Prepare merchandise for public and outreach events

D. Receive requests for resale of outside merchandise and work with Exec. Director and PR Committee to accept or decline

VI.     Relationship with the Board of Directors
A.    Be present at all Board meetings, whenever possible 

B.    Prepare a written monthly report for the Board 

C.    Respond to directives from the Board 

D.    Perform other duties as assigned by the Board
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