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	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE
Associate Arts Grants Administrator
	POSITION NUMBER
352 - 310 - 5630 - 006
	TENURE
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	TIME BASE
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	CBID
R01

	OFFICE OF
CALIFORNIA ARTS COUNCIL
	LOCATION OF POSITION (CITY or COUNTY)
SACRAMENTO
	 SALARY
4,600
TO
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	SEND APPLICATION TO:
CALIFORNIA ARTS COUNCIL
1300 I STREET, SUITE 930
SACRAMENTO, CA 95814
[bookmark: Text35]     
Attn:  Shelly Gilbride
shelly.gilbride@arts.ca.gov

	REPORTING LOCATION OF POSITION
1300 I STREET, SUITE 930, SACRAMENTO CA 95814
	

	
	SHIFT AND WORKING HOURS
 - 8AM-5PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  322-6555
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
Shelly Gilbride, Programs Officer
	FILE BY
[bookmark: Text15]12/2/15



	
The Mission of the California Arts Council is to advance California through the arts and creativity. Information about our current programs and initiatives, as well as other information useful to applicants, may be found at www.arts.ca.gov <br>

GENERAL SELECTION CRITERIA <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.<br>
· Transfers, reinstatements, or recruitment from the employment list may be considered. Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
· Applicants must submit a California STD 678 to the address listed above, together with proof of list eligibility, if applicable. Example: If you pass the online examination for Associate Arts Grants Administrator, please attach a copy of your exam results. <br>

DUTIES<br>
Under the general direction of the Supervising Arts Grants Administrator, the Associate Arts Grants Administrator is assigned full journey level responsibility for implementing the California Arts Council's arts projects and programs. <br>

ESSENTIAL FUNCTIONS <br>
In order to Implement and administer the California Arts Council’s grant programs, including but not limited to the incumbent: 
Develops, analyzes and revises grant program guidelines, procedures, language and applications by synthesizing current research, data and knowledge of the arts and culture field by using external and internal software systems. <br>
Develops and leads the grant application process including: preparing and implementing online and paper-based applications; monitoring application deadlines; communicating with and providing assistance to potential applicants, current applicants and grantees through email, phone, written and web-based correspondence. <br>
Plans, coordinates and facilitates peer review panels for grant programs including: recruiting and selecting panelists through the Arts Council’s various marketing and communications platforms; preparing panel agenda, timeline and scoring rubrics; facilitating panel meeting and ensuring that the panel adheres to agency policies and procedures; creating and preparing panel recommendations and reports for Council approval. <br>
Creates and prepares complex reports for Council and upper management on issues such as policies affecting the arts, arts education, and trends in arts funding. <br>
Monitors grant program progress and makes recommendations to Council and upper management using the Arts Council’s assessment and evaluation instruments. <br>
Initiates and maintains communication with grantees via phone, email to ensure grantees’ successful compliance with grant program guidelines and to collect relevant data for evaluation and marketing. <br>




	
THE STATE OF CALIFORNIA IS AN EQUAL OPPORTUNITY EMPLOYER TO ALL, REGARDLESS OF AGE, ANCESTRY, COLOR, DISABILITY (MENTAL AND PHYSICAL), 
EXERCISING THE RIGHT TO FAMILY CARE AND MEDICAL LEAVE, GENDER, GENDER EXPRESSION, GENDER IDENTITY, GENETIC INFORMATION, MARITAL STATUS, MEDICAL CONDITION, MILITARY OR VETERAN STATUS, NATIONAL ORIGIN, POLITICAL AFFILIATION, RACE, RELIGIOUS CREED, 
SEX (INCLUDES PREGNANCY, CHILDBIRTH, BREASTFEEDING AND RELATED MEDICAL CONDITIONS), AND SEXUAL ORIENTATION
DGS JOB HOTLINE PHONE (916) 322-5990                            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
GS1T (REV. 1/98) - BPM 03/00
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	Monitors and evaluates grantees’ compliance with agency policies and procedures. <br>
Reviews grantee materials for accuracy prior to processing by the accounting unit. <br>

In order to ensure that CA Arts Council’s grant programs are accessible to all California’s diverse populations, the incumbent disseminates information to, and advises interested members of the public and prospective applicants and grantees in the development of arts programs and activities by developing technical assistance opportunities and field consultation activities.

Represents the California Arts Council at local and statewide meetings.  Acts as departmental representative to national and statewide leadership conferences in assigned program area. <br> 

Participates as part of a team in the development and coordination of agency events and activities. <br>


KNOWLEDGE AND ABILITIES<br>
Knowledge of: California Arts Council policies, goals and program guidelines; principles and practices of public, business or non- profit administration with specific reference to fiscal management, marketing and public relations, contracts, program evaluation, planning and development; and the cultural history and current artistic activity of California. <br>

Ability to: Speak and write clearly and concisely; develop grant proposals; monitor, audit and evaluate art grantees; interpret and apply rules, regulations and policies; develop art program guidelines; develop and maintain cooperative and professional working relationships with artists and representatives of arts organizations and statewide associations; conduct workshops and oversee and direct the activities of subordinate staff. <br>

DESIRABLE QUALIFICATIONS<br>
· Knowledge of the arts in the State of California, including, but not limited to, the needs of artists and arts organizations, multicultural or culturally-specific organizations, traditional folk artists and organizations, and arts in education providers and practitioners. <br>
· Knowledge of California Arts Council policies, goals and program guidelines. <br>
· Ability to organize thoughts clearly and develop effective oral presentations. <br>
· Ability to develop meeting agendas and facilitate the flow of meetings. <br>
· Ability to work in a fast paced environment with ever changing priorities. <br>
· Effective time management skills and the ability to manage multiple tasks. <br>
· Strong interpersonal skills and the ability to work independently and as part of a team. <br>
· Ability to travel as needed. <br>

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Fluency in spoken and written English<br>
· Occasional travel required, mostly within the state of California<br>
· Collegial and professional; environment will be standard office configuration, executive offices and cubicles. <br>
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