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The Saugatuck-Douglas History Center preserves local history and inspires learning to inform and improve our community.

Position Announcement:
Executive Director, Saugatuck-Douglas History Center
Description
The Executive Director is responsible for the day-to-day operations and
management of the Saugatuck-Douglas History Center (SDHC). With a budget of
approximately $160,000, the SDHC includes two buildings (the History Museum
and the Old School House), occasional part-time employees, interns, and
volunteers. This is a full-time salaried position of 40 hours per week. Occasional
after-hours or weekend work will also be required.
Supervision
This position is under the direct supervision of the SDHC President and Board of
Directors
Responsibilities
- Carry out the mission of the SDHC and implement the policies established by its
Board of Directors
- Hire, supervise, train, and evaluate employees and interns as needed
- Research opportunities for grants, preparing and submitting grant applications
- Work with the Board of Directors to develop and implement fund-raising
campaigns for SDHC members, capital campaigns and specific projects
- Develop and maintain relationships with other cultural organizations, educational
groups, and the surrounding community to promote the SDHC and its mission
- Assist in the development and implementation of educational programs,
materials, exhibits, and events
- Work with the SDHC Treasurer and accountant to update accounting software
files, reconcile bank accounts, prepare reports to the Board of Directors, and
prepare the annual budget
- Meet regularly with the SDHC Board President, give reports at all meetings of
the Board of Directors, and work with SDHC Board members to prepare and
distribute appropriate communications
- Manage special projects which further the SDHC mission
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Benefits
- Paid holidays, sick time, comp time and a two-week vacation
- Negotiable QSEHRA
- Funded professional development opportunities
Qualifications
- Education: Bachelor's degree in History, Public Administration or a related field;
applicants holding a graduate degree are preferred
- Experience: A minimum of two years of experience in management of a small
non-profit, accounting skills, fund-raising skills; experience working at historic
organizations and museums is preferred
- Skills: a strong work ethic, the ability to communicate and delegate effectively;
the capacity to thrive in the face of new opportunities and challenges; flexibility
and adaptability are essential
Job Information
Location: Douglas, Michigan 49406
Position Title: Executive Director, Saugatuck-Douglas History Center
Job Duration: Indefinite
Required Travel: 0-5%
Salary: $45,000
Application Process
Please submit a cover letter and resume to admin@sdhistoricalsociety.org or by
mail to Saugatuck-Douglas History Center, PO Box 617, Douglas MI 49406. This
is an immediate opening. Application acceptance will close at 5:00PM on Friday
August 3, 2018.
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