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Human Resources Department 
1375 Chatham Parkway 
Savannah, GA 31405 

http://www.savannahga.gov

INVITES APPLICATIONS FOR THE POSITION OF:

Senior Program Coordinator

An Equal Opportunity Employer

SALARY
   $52,658.00 Annually

OPENING DATE: 05/06/20

CLOSING DATE: 05/20/20

PURPOSE 

This position is responsible for providing administrative and supervisory assistance to the
Cultural Resources Director in the coordination and management of multi-discipline arts
programs and the Savannah Cultural Arts Center.

ESSENTIAL JOB FUNCTIONS

Supervises, directs, and evaluates assigned staff; handles employee concerns and
problems; directs work; counsels and disciplines staff; completes employee performance
appraisals; recruits, appoints, and trains staff.
Serves as lead/principal staff member in the absence of the Cultural Resources Director,
providing supervision and direction to department employees, troubleshooting issues and
responding to questions and concerns from employees, patrons, contractors and/or the
public.
Develops and maintains positive relations with community groups and art organizations,
local schools and colleges, artists, art enthusiasts and volunteers; develops and
implements strategies to attract new and diverse groups to creative programs.
Manages and oversees  the visual arts program and related staff and instructors;
coordinates classes, camps, programs and events; schedules facility use and facilitates
partnerships with the community.  Manages contracts for visual arts instruction,
negotiating contract terms, scheduling work, monitoring performance and facilitating
payment for services. 
Assists the Cultural Resources Director with planning and developing 's annual work
program and quarterly calendar of classes and events; works with the marketing and
performing arts program coordinators to plan and manage event logistics; reviews
work/activity proposals from staff; assists with coordination across department units to
ensure seamless implementation of activities.
Assists the Cultural Resources Director with preparing and managing department program
budgets, projections; monitors funds; inputs and assists in monitoring department
budget; approves all purchases; monitors inventory.
Approves revenue and expenditures in the absence of the department director; accepts
and deposits revenue; directs, prepares and maintains financial records and reports.
Serves as team lead for  the development of creative programs and strategies with City
staff, community groups, businesses and individuals.
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Develops and tracks the schedules for facility use, creative events and community wide
events.
Provides onsite management and oversight of facility or events to include evening and
weekend special events, programs and performances. Helps with planning and ensuring
proper staffing levels are in place to support events and the facility is properly secured on
a daily basis.
Assists the department director in developing standard operating procedures to support
and guide department practices and protocols. 
Provides administrative and program support to creative programs, including providing
logistical expertise, creating program plans, evaluation methods, tracking results and
creating reports.
Assists with the development of training methods for assigned and/or contracted arts
staff.
Performs senior level review of department performance metrics; tracks and analyzes
performance data, including attendance records and participant intake information, pre &
post assessments, program evaluations, and performance outcomes.
Substitutes for staff vacancies or absences.
Develops the plans and manages the logistics and production for special events. Assists
with review of marketing content and program descriptions for publication and assists
with promotion of programs to the public.
Assists with grant writing and alternative funding pursuits; administers financial records.
Networks with local artists and organizations.
Recruits, coordinates, and oversees volunteers.
Serves as the studio/classroom facility manager; oversees studio classroom building
maintenance and use; requests repairs.
Performs other related duties as assigned.

MINIMUM QUALIFICATIONS

Bachelor's Degree in an Arts/Business Administration field; with three years of progressively
responsible professional experience in developing and managing creative, arts and/or cultural
classes, events and programs for the public to include a minimum of one year supervisory
experience; or any equivalent combination of education, training, and experience.  A valid
driver's license is desired.

Work Hours: Varies ;  Work Location: 201 Montgomery St. 

Additional Requirements
Background investigation, including supervised drug screen, post offer/pre-employment medical
screen; and verification of education, certifications, and licenses required prior to employment.

ADDITIONAL INFORMATION 

Knowledge of management and supervisory principles.
Knowledge of department and city goals, objectives, and policies.
Knowledge of budgeting and accounting principles.
Knowledge of facility operations.
Knowledge of current trends in fine arts, crafts, and a variety of theater genres.
Skill in maintaining records.
Skill in the use of computers and various software programs.
Skill in the use of standard office equipment.
Skill in developing, evaluating, and analyzing programming.
Skill in oral and written communication.
Skill in developing, evaluating, and analyzing programming.
Skill in public speaking, oral and written communication with ability to present complex
information clearly.
Skilled in program management and problem-solving under intense pressure with large
public audiences.
Ability to manage multiple tasks and shifting priorities in a fast-paced work environment
with critical deadlines.
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Ability to recruit and manage a diverse group of skilled and non-skilled workers and
volunteers.  

APPLICATIONS MUST BE COMPLETED ONLINE AT:
http://www.savannahga.gov

EXAM #2005846 
SENIOR PROGRAM COORDINATOR

EM

Senior Program Coordinator Supplemental Questionnaire

 
* 1. Please list your degree(s) and field(s) of study.

* 2. How many years of supervisory experience do you have?

* 3. How many years of professional experience do you have in developing and managing
creative, arts and/or cultural classes, events and programs ?

* Required Question
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