RICE NORTHWEST MUSEUM OF ROCKS AND MINERALS                         February 24, 2014 

Job Description:  Executive Museum Director

Reports to:  Rice Museum Board of Directors

The Executive Museum Director (Director) is expected to provide the leadership, management skills, strategic planning and oversight to accomplish the objectives required of the museum as an IRS Code 501(c)3 Non-Profit Organization, and to comply with all applicable laws, the Articles of Incorporation, and Bylaws of the Rice Northwest Museum of Rocks and Minerals to maintain the museum’s tax advantage status.

The position requires an energetic person with established outreach and management skills and experience to direct all activities of the museum to accomplish the goals as stated in the Museum’s Mission Statement: 

“The Rice Northwest Museum of Rocks and Minerals is an educational, scientific and social contributor to northwest and national mineralogical entities, will encourage and participate in earth science educational and research programs, and be of perpetual benefit to the general public.”

Duties and Responsibilities

· Provide leadership and support for operations by planning, organizing and implementing administrative systems and services.  

· Employ and train staff to maintain all legal, historical and financial records, to perform all functions required for museum operation and activities, excluding curator responsibilities.  Provide for appropriate human resources services and regular employee evaluations. 

· Direct all banking, payroll, and required accounting for museum operations and distribute monthly Profit and Loss statement and Balance Sheet to the Board of Directors.  Review with the Board of Directors the monthly and year-end financial reports, and furnish the accounting firm with all records and information required for all tax reporting.  Maintain required licenses and tax exemption filings.

· Develop effective strategies to promote the museum’s activities to its members and to the Portland community in general, and increase the museum’s appeal to new members.
· Work within a flexible schedule to accomplish museum business; to be accountable for forty hours per week, sick days, and vacation days; and to submit a written report relative to museum activities and financial status at the annual June Board of Directors Meeting.

General Knowledge, Skills and Abilities
· Knowledge of generally accepted business management laws, accounting, budgeting and banking practices.

· Knowledge of State and Federal laws and regulations applicable to non-profit, IRS Code 501(c)3, organizations, employment and human resources laws and regulations.

· Knowledge of the museum’s insurance requirements: business liability, collections coverage, SAIF, and employee health insurance; and must have ability to negotiate, purchase and administrate applicable insurance policies.

· Familiarity with Quick Books Accounting Software and the ability to understand the chart of accounts, the Profit and Loss statements, and Balance Sheet.

· Familiarity with the museum’s Endowment Fund rules and regulations, the investment policies, and management of the Fund’s income and expenditures.

· Experience in successfully managing a talented staff, and promoting a work-culture that rewards initiative and collaboration.

· Must have the ability to perform good organizational and scheduling skills.  

Special Requirements
· Ability to work as part of a management team, with staff, and all museum associates, to accomplish museum objectives.  If required, the Executive Director must work in close collaboration with the Curator when new exhibitions and public programs are being developed.
· Ability to interact knowledgeably with gem and mineral professionals, the local hobby clubs, rockhounds, other groups, students, teachers, the local business community, and the general public.

· Ability to develop a strong relationship with the Board; understand Board members’ strengths and bring out their best resources; maintain open communication and responsiveness to issues affecting the strategic direction and operations of the museum.
· Due to the complexity of the Museum’s Director’s position and the flexibility in the hours required to focus on and perform the responsibilities and duties, the Museum Director is prohibited from holding any employment outside of the museum or engaging in any business outside of the museum, without express consent from the Board of Directors.  
· Willingness to adhere to all directions, rules and procedures as set forth by the museum’s Board of Directors.

· Legally able to work in the United States.

Please send inquiries, resumes and applications for this position to Dr. Gene Meieran, President of the Board of Directors, at:

                                                                             gene.meieran@att.net.

