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Subtle Technologies is seeking to build a long-term relationship with a creative and dynamic individual who possesses sound administrative and fundraising skills, as well as a passion for both the arts and sciences, in order to fill the position of GENERAL MANAGER. 

Organization Context:

Subtle Technologies is a four-day festival/conference/symposium in its 12th year that seeks to blur the boundaries between the arts and sciences by creating spaces for artists and scientists to share and explore each others’ worlds. Subtle Technologies is transitioning to a Governance Board and building its administrative and core capacity. The organization has been run largely on a volunteer basis, with some part-time contract curators and project management. Currently a capacity building consultant is working with the organization part-time until January 2010, additionally there is a Marketing and Audience Development planning consultant in place for the spring Festival. The General Manager will work closely with the Programming Director, liaise with the consultants, however will have significant autonomy in realizing the vision of the organization, and rolling out the festival/conference as well as putting into place ongoing programming initiatives, and building audience and awareness for the organization.

Reporting to: Programming Director

Position’s Role:

To develop and implement Subtle Technologies’ strategic planning and initiatives. To manage the day-to-day operations of the organization, and supervise contract staff. To promote the work of Subtle Technologies to its audience, other stakeholders and to the general public. To participate in fundraising from various sources in the public and private sectors. 
Job Responsibilities:

Administrative Management

Works with the Board on the development of policies and procedures to keep Subtle Technologies in line with standard non-profit practices and government regulations.. Supervises internal and external correspondence and liaison as appropriate, or as directed by the Programming Director. Liaises with the Board as needed, including distribution of materials prior to meetings, circulation of reports, and periodic info updates. Provides support, direction and ideas to Programming Director and Board in support of ongoing operations. Acts as adviser for all matters relating to overall operations of Subtle Technologies, both internally and externally.

Financial Management

Development of budgets in conjunction with Programming Director and Board. Manages the budget, ensuring reports, annual statements and cash flow projections are prepared for the Board. Oversees maintenance and updating of bookkeeping systems. Liaises with bookkeeper and accountant to ensure timely production of financial reports. Oversees production of invoices and cheques. Ensures all government remittances and reports are filed on a timely basis. Maintains relationships with bank and accountant. 

Fundraising

Responsible for achieving and reporting on annual fundraising goals as identified in the fundraising plan, and making recommendations to revise the plan as appropriate. Builds long-term relationships with government funding sources through meetings and grant applications, ensuring that all reporting requirements are met and opportunities for increased funding are capitalized. Works with government agencies in areas of funding. Assists in identification of prospective funders, donors and sponsors. Writes, or supervises writing of, grant, sponsorship and donor proposals. Engages and supports the Board in fundraising activities. Ensures that all donor reports are prepared and submitted on a timely basis. Ensures that all development processes are managed in a timely manner, including proper recognition, receipting and reporting.

Promotion and Marketing

Works to deliver the Marketing Communication and Audience Development plans annually, and ensures reviews are conducted periodically to determine successes. Liaises with third-party suppliers and contractors to assist in this process. Coordinates media buys, advertising, press/publicity and direct marketing strategies. Develops consistent self-determined plan in conjunction with the Programming Director, to ensure that Subtle Technologies’ messages and branding are easily identifiable. Writes copy for ads, programs and brochures as needed. Maintains database of subscribers, supporters and donors. Assists in the updating and maintenance of Subtle Technologies’ web presence. Coordinates the production and distribution of regular newsletters to interested stakeholders.

Qualifications
· Creative vision with a passion and commitment for the arts and curiosity for the sciences in general. 

· Strategic thinker who can develop ongoing strategies and implement those already created for the successful growth of the organization. 

· Post-secondary degree combined with a proven track record in strategic planning, non-profit arts management, program evaluation and successful development and implementation of fundraising, marketing and sustainable programs.

· Innovative and creative thinker able to foster a collaborative approach for planning and program delivery.

· Capable manager who is a team builder and who can motivate and supervise staff and volunteers as well as actively recruit new team members.

· Experienced financial manager able to participate in the financial planning and budgeting process with an eye to long-term sustainability.

· Skilled presenter and public speaker who can represent the company’s interests with excitement and energy.

· Good writing skills with demonstrated expertise in proposal writing for foundations, government grants, individual giving and sponsorship.

· Self-starter and able to work independently unsupervised.
Salary $40,000 - $42,000 plus benefits*. Start as soon as possible (Note, 2009 Festival June 11th to 14th.
