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First City Art Center (FCAC) Glass Program Director Job Description – Summary of Job Responisbilites
Below is a summary of the job description and benefits and is subject to change.  Further information available in the employee handbook and at the time of hiring a full job description will be provided. 

First City Arts Alliance, Inc. DBA: First City Art Center (FCAC), a 501(c)(3) non-profit organization, 1060 N. Guillemard St. in Pensacola, FL 32501. 
1. Position Title: Glass Program Director
Leadership skills, program development, are essential components of this position. Approximately 30% of this position will be for program development and 70% for operation supervision.   As a Glass Program Director, the Employee is required to perform the following duties and undertake the following responsibilities in a professional manner:
· Program Development and Monitoring
· Working with the Executive Director, you will plan, implement, and re-evaluate new or existing special program projects. Examples include: 
· Commissions for the production team. This includes seeking out and pricing commissions for 20 items or more. 

· High school mentorship program.  Hosted by the guild, you will help facilitate this once-a-year class by helping make sure the supplies and schedule is blocked out for the class. 

· Hero’s program, special workshops, visiting artists, etc. 
· Warm shop start-up which includes stained glass, fusing, and kiln glass

· Mobile Hot shop program.  Managing the outreach program to expand our presence to people who can’t come to our facility. 

· Review the potential of implementing the college hot shop program 

· Operations
· Budget
· Monitor the income and expense for the warm shop, production team, hot shop and any special programs. Review the budget monthly with the Executive Director. 
· Management of day-to-day operations:
· Staff supervision
· Manage the Production Team for cup, pumpkin and special commission projects. 
· Mentor and manage the Glass Intern in his/her responsibilities

· Manage the Hot Shop Education staff.  

· Manage the Warm Shop Education staff

· Equipment and Shop operations
· Managing the FCAC’s hot and cold shops, flame shop, kilns, and mobile glassblowing studio
· Maintain tools and ensuring all equipment is in good working order, including up-to-date maintenance logs
· Managing glass charging schedules, annealer logs, production logs, weekly shop schedule, student rentals, daily activity logs. 
· Restricting the use of dangerous equipment until proper training is conducted, and quickly reporting any accidents or injuries to the Executive Director and calling 911, if necessary
· Schedule staff for demos. 

· Ordering shop consumables, assisting in finding best prices for materials/equipment including:  frit, glass, propane, warm shop supplies, and oxy tanks
· Monitor scheduling/shop usage with Acuity scheduling software. Update the schedule as needed. 
· Supervising Production and Teaching Sessions. On occasion you may be required to assist with some production and teaching – Make Your Own Glass, etc. as needed. Ensure the introduction to glass and all other education experience is consistent and professionally conducted.

· Schedule and staff supervision:  
· Manager’s schedule is based upon coordinating with the class/renter schedules to provide adequate supervision of staff while still able to stagger the shifts to maximize staff presence.
· Education / Teaching
· Teaching Glass 1-4 classes
· Teaching or oversight of a qualified staff members demonstrations for events / parties, and “make your own” items. 
· Public relations
· Organizing and maintaining a clean, safe, efficient, positive studio environment for all to enjoy. 
· Ensure renters and staff are held accountable for keeping area clean and safe facility

· Encouraging Glass Guild and renter involvement in the organization
· Supervising /training staff and renters on proper use of equipment. Communicate any changes to the renters via the Google list server. 
· Other duties 
· Other duties may arise and as may be assigned to the employee, since we are a small non-profit and we all wear many hats in this organization. We all help with events, campus clean up, clean bathrooms, empty trash, and sweep. 
2. Compensation and Schedule
a) Compensation:

a. As compensation for all services provided the employee shall be paid biweekly
b. This is a full-time position

c.  Some nights, weekends, and on-call shifts required as needed, as well as flexibility in work schedule. 
b) Salary and Benefits
a. Salary

i. 40 hours per week, Salary $45,000 per year. 
b. Vacations 
i. Full-time employees receive vacation time per calendar year, a percentage of which is accrued each pay period (yearly allocation divided by 26 pay periods), according to years of service, as follows:
Years of Service
Amount of Vacation

1 - 4
14 working days
5 - 9
16 working days
10 +
20 working days
ii. Employees must use the vacation time to which they are entitled within the employment year to which the vacation time is related. Vacation time can’t be scheduled during pumpkin patch or major events. 

c. Holiday Week Off
i. First City Art Center is closed during the Christmas/New Year’s holidays (Between Dec 25th and Jan 1st). Full-time employees are not due for work during that time.  Coverage for someone to check on the Hot shop to make sure operations and rentals can continue will be necessary. 
d. Sick Leave

i. Full-time employees receive ten calendar days (80 hours) of sick leave per calendar year, a percentage of which is accrued each pay period. Sick leave does not accumulate year-to-year and unused sick days may not be added to vacation time.  
e. Personal Days
i. Personal days are granted in recognition that there will be occasions when you may need time for personal or family business or special religious observances. In addition to the annual holidays, full-time employees who have completed three (3) months’ service are eligible for two personal days (16 hours) during each calendar year.
f. Bereavement / Compassionate Leave
i. All regular full-time and part-time employees are allowed up to three (3) days’ (24 hours) paid absence in the event of either serious illness or death in your immediate family, or that of a life partner.
g. Holiday
i. First City Art Center observes 11 paid holidays. Eligible staff who are required to work on a holiday may choose another day off during the same month.
h. Health Insurance or stipend 401K

i. We provide a matching retirement incentive program for full-time employees.
ii. We are in the process of exploring a health insurance program to full-time employees. In the interim, FCAC will provide a stipend to off-set some cost of health insurance.
c) Reimbursement for Expenses:  All reasonable expenses arising out of employment shall be reimbursed assuming purchases were authorized prior to being incurred and with the provision of appropriate receipts. Receipt must be submitted with a check request form filled out. 

3. Other Benefits
· Blow glass in hot shop at ½ the rental price. 
· Invited to participate and sell items in our Annual Pumpkin Patch event.
· Opportunity to sell personal work in the Main Office for an 80/20 split. 

4. Initial Provisionary Period
It is understood and agreed that the first 120 days of employment shall constitute a standard provisionary period during which period the Employer may, in its absolute discretion, terminate the Employee's employment, for any reason without notice or cause. After this point, employees understand this is an at-will position, and zero tolerance will be given to any reported issues of theft, deception, lack of trust/respect, behavioral misconduct of any kind will be potential cause for immediate dismissal. 
5. Performance Reviews
The Employee will be provided with a written performance appraisal at least once per year and said appraisal will be reviewed at which time all aspects of the assessment can be fully discussed, generally occurring in the summer months.
6. Termination
(a) The Employee may at any time terminate this agreement and his employment by
giving not less than two weeks written notice to the Employer. (b) The Employer may terminate this Agreement and the Employee’s employment at any time, without notice or payment in lieu of notice, for sufficient cause. (c) The Employer may terminate the employment of the Employee at any time without the requirement to show sufficient cause pursuant to (b) above, provided the Employer pays to the Employee an amount as required by the Employment Standards Act 2000 or other such legislation as may be in effect at the time of termination. This payment shall constitute the employees entire entitlement arising from said termination. (d) The employee agrees to return any property of First City Art Center at the time of termination.
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