KENTUCKY ARTS COUNCIL
POSITION ANNOUNCEMENT 

	CLASSIFICATION TITLE:
	Administrative Branch Manager 

	WORKING TITLE:
	Communications and Technology Branch Manager 

	WORK LOCATION:
CITY/COUNTY
	Full-time (37.5 hours per week) position available at the Kentucky Arts Council, a state agency in the Tourism, Arts and Heritage Cabinet, located in Frankfort, Kentucky 

	AGENCY:
	Kentucky Arts Council 

www.artscouncil.ky.gov

	MINIMUM REQUIREMENTS:
	Graduate of a college or university with a bachelor's degree.  Must have five years of professional administrative experience.  A master’s degree in public or business administration or a related field will substitute for the required education on a year‑for‑year basis.  Additional administrative or research experience will substitute for the required education on a year‑for‑year basis.

	SPECIAL REQUIREMENTS:
	The Kentucky Arts Council (KAC) seeks a creative and motivated individual to serve as Communications and Technology Branch Manager.  This position will manage the Communications and Technology Branch of the Kentucky Arts Council, reporting to the executive director and serving as a member of the leadership team with other senior staff.  The Communications and Technology Branch Manager will work with the executive director and the leadership team to develop, implement and assess a comprehensive agency communications and technology plan, and will work collaboratively with all agency staff to further the mission and ends of the KAC.   

Duties and Responsibilities include: 

· Management and oversight of agency technology and communication services 

· Supervision of communication and technology staff 

· Coordination and continuous assessment of agency’s technology and communications systems including but not limited to Website, electronic grant system, and databases 

· Coordination and analysis of all communications and information disseminated by the Kentucky Arts Council 

· Coordination of technology support and training for staff and constituents 

The position requires: 

· Excellent knowledge of technology including experience in database and Web design, implementation and maintenance  
· Experience with and knowledge of social and/or paid media 

· Recent experience in supervision of multiple staff in the communications and/or technology fields 
· Excellent written and verbal communication skills

· Strong interpersonal skills including the ability to work well in a team environment
· Experience in project management 

· Experience in public administration 

· Proven track record of leadership, strategic thinking, and problem solving 

· Strong organizational skills  
· Background/experience in the arts is a plus 



	SALARY RANGE:
	Salary range for this position is $3553.88 - $4707.96 monthly and is commensurate with education and experience

	GENERAL DESCRIPTION OF BENEFITS:
	Benefits include state retirement and health insurance, paid holidays, sick and annual leave, and optional deferred compensation plan. 

	CHARACTERISTICS OF THE CLASS:
	The Branch Manager: oversees the supervision and implementation of all staff and programs within the branch to assure economical and efficient operations including compliance with budget; authorization of overtime and leave; and performance evaluation of supervisees.  Responsible for analyzing branch operations and recommending policy and procedural changes to increase operating efficiency.  Compiles reports as needed and oversees the maintenance of all branch operating records and reports.  Prepares and delivers oral and written communications on all activities of branch operations as required; coordinates branch training activities.  Takes appropriate measures consistent with laws, regulations, policies and procedures; serves on inter- or intra-agency task forces or committees as assigned.   

	ADDITIONAL REQUIREMENTS:
	Applicants may be subject to a drug screening test and background check.  

Please submit a letter of interest which clearly explains how your background, experience and training meet the skills and qualifications required; a professional resume; and three professional references to 500 Mero St. 21st Floor, Frankfort, KY  40601  

	TO APPLY:
	Contact   Katie Hamilton, Kentucky Arts Council, by email at Katherine.hamilton@ky.gov or by calling 1-502-564-3757, ext. 470
Completion of the state application on the following website: http://www.personnel.ky.gov/employment/ 



	EQUAL OPPORTUNITY EMPLOYER M/F/D


