
 

Executive Director, FDAC 

Job Description 

OVERVIEW OF POSITION  

1.​ Achieve mission, mandate and values; 
2.​ Implement FDAC Board of Director goals; 
3.​ Oversee general operation of the Arts Station; and 
4.​ Develop, coordinate and execute programs and initiatives of FDAC 

GENERAL DESCRIPTION  

The Executive Director is the manager of the FDAC. The ED reports to the Board of Directors 
and is responsible for the overall day-to-day management and administration of the FDAC. 

Summary Of Responsibilities 

1.​ To work with the Board of Directors in developing governance policy for the 
organization; to implement such policy once it is established by the Board; to 
collaborate on the strategic plan and implement its goals.  

2.​ To bring to the Board's attention opportunities for new initiatives and programs, 
fundraising, sponsorship and grant opportunities and to oversee these initiatives.  

3.​ To establish and maintain strong communication and good working relationships 
with the community and regional arts councils, other arts organizations, 
government agencies, funding agencies, officials and staff at all levels, and to 
promote the FDAC and its aims in every way possible.  

4.​ To ensure the operations of the FDAC are in accordance with the constitution and 
bylaws; the BC Societies Act; and the Canadian Income Tax Act as it applies to 
charitable organizations.  

5.​ To manage the day-to-day office, financial, human resource operations of the FDAC 
within the Board approved annual budget and governance policies. 

6.​ To disclose fully and promptly any direct or indirect interest in a contract or 
transaction with the FDAC which may place the Executive Director in a position of 
conflict of interest.  

Specific Duties  

1. Operations Management: 

A.​ Develop and implement operational policies and procedures. 
B.​ Oversee the overall operations of the FDAC, ensuring the FDAC's policies and 

procedures are followed. 



 

C.​ Oversee and maintain a high standard of services provided to FDAC users, 
stakeholders, and the community. 

D.​ Coordinate building hours and employee schedules. 
E.​ Manage staff and any additional contract workers. 
F.​ Ensure employees have all necessary resources to execute their duties. 
G.​ Ensure all administrative issues are handled with efficiency and professionalism.  
H.​ Attend meetings as appropriate to further the interests of the FDAC.  

2. Work with and report to the Board Of Directors:  

A.​ Act as the principal advisor to the Board regarding all FDAC business. 
B.​ Attend all Board and executive committee meetings as required. 
C.​ Develop Board meeting agendas with the Chair/Co-Chair.  
D.​ Develop a plan (with the Board) for Annual General Meetings.  
E.​ Other duties as assigned.  

3. Finance: 

A.​ Keep accurate financial records and work closely with the FDAC Accountant, 
Treasurer and Bookkeeper on monthly and year-end financials.  

B.​ Manage, develop and evaluate the annual budget in consultation with the Treasurer 
and the Finance committee.  

C.​ Ensure financial tracking systems are in place and all required payments/invoices 
are paid on time.  

D.​ Ensure all implemented programs are operating within their established budgets.  
E.​ Project financial plans for the future and seek new opportunities to optimize 

financial goals, including endowment funds. 
F.​ Handle all employee financial business. Responsible for paying staff according to 

contract including vacation pay and bonuses.  
G.​ Issue registered tax receipts for charitable donations.  
H.​ Oversee the Accountant in preparing and filing annual Federal Charitable Tax 

Return.  
I.​ File with the Societies Act.  
J.​ Report on all grants including financial and program reports. 

 
4. Grants, Fundraising and Sponsorship Development:  

A.​ Oversee sponsorship and grant opportunities from individuals, local 
businesses and corporations to meet FDAC fundraising goals.  

B.​ Oversee, research and facilitate on-going and new fundraising initiatives. 
C.​ Prepare grant applications for both operating and project funding. 
D.​ Liaise with appropriate arts organizations and industry professionals to 

remain current on arts and fundraising related issues.  

5. Advocacy: 

A.​ Establish and maintain good working relationships with government officials and 



 

staff, including municipal, provincial, national and Ktunaxa (Yaq̓it ʔa·knuqⱡi'it). 
B.​ Establish, collaborate, liaise and maintain good working relationships with 

community and regional arts councils, other arts and cultural organizations and 
industry professionals in BC and across Canada. 

C.​ Represent the organization in a professional manner to businesses, the community, 
and at events.  

6. Communications: 

A.​ Provide all required reports and information required for funders and sponsors. 
B.​ Oversee the development and maintenance of the website.  
C.​ Oversee the timely execution of all marketing communication, press releases and 

other communications, as necessary.  
D.​ Oversee Communications to execute the FDAC’s strategic directions.  

7. Strategic Planning: 

A.​ Provide advice to the Board of Directors on the ongoing maintenance and 
revision of the Strategic Plan. 

B.​ Ensure all annual Action Plans and timelines are kept on track and being 
executed. Ensure Board is kept on track with Strategic Planning session(s) 
before Strategic Plan expires.  

C.​ Conduct needs analysis assessments as required.  

8. Human Resources: 

A.​ Hire all new employees and contract workers, including issuing and negotiating all staff 
contracts. 

B.​ Provide guidance and support for staff and contract workers on all inquiries and issues. 
C.​ Conduct regular staff meetings to keep staff informed of current FDAC issues.  
D.​ Conduct annual staff performance reviews and ensure goals and objectives are prepared 

for all permanent staff.  
E.​ Ensure all information regarding staff benefit programs are kept current with the 

Bookkeeper.  
F.​ Perform on-going assessment of staffing requirements.  
G.​ Oversee coordination of volunteers. 

9. Programs:  

A.​ Plan, develop, implement and maintain new and existing programs and initiatives to 
meet the needs of the community. 

B.​ Work with relevant employees, contractors and stakeholders in the execution of 
programs or events. 

10. Facility Management:  

A.​ Ensure the upkeep and security of the Arts Station facility. 
B.​ Ensure the facility and activities taking place at the facility comply with municipal 



 

provincial and federal bylaws and regulations. 
C.​ Oversee the facility booking schedule. 
D.​ Manage and communicate with FDAC arts and cultural groups to ensure their 

responsible use of the facilities, including but not limited to: ensuring their goals 
align with FDAC mandates, scheduling of space, security of building when groups 
are using the space, and any issues that might arise due to their use of the Arts 
Station building. 

E.​ Maintain the FDAC BC Liquor License including annual renewal. Oversee the 
compliant sale, service, and consumption of alcohol according to BC Liquor 
License rules. 
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