Executive Director Job Description

Title: Executive Director Reports To: Board of Directors with chair as
primary liaison

Job Status: Full time Date: September 2026
Manages: Staff of 3 full-time employees and various part-time staff, volunteers, and independent
contractors

The Acorn Center for the Performing Arts is a nonprofit performing arts organization located in Three
Oaks, Michigan, presenting a diverse range of live music, arts, education, and community programming
in its historic theater. Through performances, partnerships, and educational initiatives, The Acorn brings
artists and audiences together and contributes to the cultural vitality of Southwest Michigan and the
greater Harbor Country region.

The Executive Director is the chief executive officer of the ACPA, conducting its administration in
accordance with policies set by its Board of Directors. The Executive Director provides the overall
leadership, management, growth, and sustainability of the ACPA. The Executive Director must exhibit
perseverance, flexibility, and an entrepreneurial spirit in their pursuit of establishing and growing the
ACPA. They must have the vision and strategic skills to envision what the ACPA can become and the
operational management capabilities to make it a reality.

Basic Function/Position Objective

The Executive Director leads the ACPA staff, contractors and volunteers and is responsible for managing
all aspects of the organization to establish and maintain effective operations and continuous
development of the ACPA. The Executive Director is responsible for both short-term and long-term
fundraising capacity for the ACPA ensuring that the organization has the resources it needs to
accomplish its objectives. The Executive Director ensures the establishment, implementation, and
maintenance of effective programming and administrative operations. This position works closely with
the Board of Directors and represents the organization to business leaders and members of the
community.

Essential Functions and Responsibilities
Overall Leadership

e Provide enthusiastic leadership, inspiration, strategic direction, and specific focus to maintain the
long-term vision for the organization.



Provide enthusiastic leadership that oversees the implementation of day-to-day operations.

Model and ensure high professional and ethical standards are maintained throughout the
organization.

Lead the organizational effort to ensure the fair and equitable treatment of all staff, contractors,
volunteers, performers, and patrons.

Lead and model ACPA’s commitment to diversity and equity, and foster an atmosphere of inclusion
and support.

Development and External Affairs (approximately 40% of the position)

Be the lead fundraising champion and public face of ACPA to drive effective and enthusiastic public
relations and community engagement.

Develop collaborative relationships with funders, donors, foundations, organizations, and
government agencies who can assist in the ACPA’s fundraising efforts.

Ensure that income is comprehensive and diversified. Actively seek new opportunities for funding
and evaluate strategies to meet fundraising goals.

Lead and work with the ACPA Board Development Committee in identifying, soliciting, preparing,
and tracking corporate, foundation, and government grants.

Lead and work with the ACPA Board Development Committee to identify, cultivate, and solicit
individual donors, including identifying hosts for VIP home events and receptions, as well as in-kind
contributors.

Cultivate portfolio of individual major donors (over $1,000) to increase the number of donors and
size of gifts.

Lead and work with the ACPA Board development Committee on annual fundraising appeals;
database maintenance; and donor correspondence.

Work with Development and Events Committees on the execution of fundraising events annually
Oversee Acorn Insiders donor program

Coordinate and execute special fundraising campaigns as determined by Board of Directors for
facilities projects.

Programming (approximately 15% of the position)

Work with Artistic and Production teams on ACPA program evolution to meet the sales and strategic
goals while also aligning with ACPA’s mission.

Work with Artistic and Production teams to ensure ACPA offers strategic mix of community events
that engage local residents and businesses

Work with artistic and production teams structuring events on the calendar for optimal attendance
and co-ordination with area events

Ensure talent contracts are executed in a timely manner.

Ensure staff and systems are in place to deliver high-quality events and programming.

Ensure staff, independent contractors and volunteers are trained and in place to meet the ACPA’s
commitment on delivering high-quality events and programming.

Marketing (approximately 10% of the position)



Supervise the ACPA Marketing team in creation of annual Marketing calendar of events, ensuring a
healthy balance of entertainment, cross-marketing, and community events.

Supervise the ACPA Marketing team to ensure the website is maintained and up-to-date in
accordance with ACPA style guide, SEO standards, and scheduled programs.

Supervise the ACPA Marketing team on press relations and outreach.

Supervise the ACPA Marketing team to ensure marketing newsletters and eBlasts are sent in a timely
manner.

Work with the ACPA Marketing team on a schedule for sharing curtain speech responsibilities.

Attend community and local/regional business outreach events on the ACPA’s behalf.

Financial Management, Operations, Human Resources (approximately 25% of the position)

Ensure proper resources are in place to meet current and projected program growth.

Develop, with the designated Board members and Director of Operations, an annual operating
budget for board approval in the 4" quarter of every year.

Work with the Director of Operations to set, implement, and monitor projects and reporting to the
Board of Directors to ensure budget goals are met in accordance with plans and budget projections
Ensure appropriate organization structure is established and maintained to maximize organizational
effectiveness without compromising program results or organizational integrity and performance.
Ensure the effective hiring, supervision, guidance, development, evaluation, and if necessary,
termination, of staff to foster a work environment that results in continued positive morale and
employee retention.

Work with the Director of Operations to ensure the identification, coordination, and hiring of
vendors, producers, and work crews.

Work with the Director of Operations to ensure events abide by all legal contractual relationships
for smooth and effective operations.

Work with the Marketing and Box Office Teams to ensure proper ticketing and event programming
staff are in place for programs.

Work with the Volunteer Coordinator to ensure volunteers are in place for programs.

Develop organizational policies and procedures in coordination with the Board

Work with Board and staff on building and facilities projects and management. The ACPA purchased
our building in 2023.

Board (approximately 10% of the position)

Serve as primary Staff liaison to the Board of Directors.

Serve as primary Board of Directors liaison to the Staff.

Assist Nominating & Governance Committee in board development and board succession planning,
including building relationships with new and prospective board members.

Work closely with the Board Chair to prepare for board meetings, develop agendas, and deliver
reports.

Work with Board Committee Chairs to ensure proper, realistic goals are set and implemented in a
timely manner.

Facilitate the board’s decision-making by providing accurate and timely information and
recommending appropriate actions to ensure policy and program implementation.

Work with the Board of Directors to monitor organizational policies and practices.



Work with the Board of Directors to monitor ACPA strategic plan initiatives and ensure milestones
are met.

Ensure adequate staff support for board committee meetings.

Ensure proper governance of official documents and records.

Skills, Knowledge and Abilities

Working knowledge of and experience in regional philanthropic and business communities; ability to
cultivate and sustain relationships with these resources, including those at senior levels.
Demonstrated fundraising and development results.

Grant writing and capital campaign experience is desirable.

Strategic thinker with the ability to research, design/develop, integrate, implement, and sustain
programs, projects, and ideas related to the business of the organization.

Strong team management skills with the ability to assess opportunities and mitigate strategic risks,
while monitoring progress and making timely course corrections.

Experience working with a community-based organization. Experience with a performing arts
organization desirable, but not required.

Ability to cultivate and sustain relationships and work effectively with a wide variety of
constituencies, including staff, volunteers, current and potential donors, patrons, Board members,
and community partners.

Excellent written and verbal communication skills, with good attention to details.

A team player, with exceptional interpersonal skills at all levels.

Strong decision-making, organizational and time management, delegation, and follow-up skills.
Strong, effective leadership and supervisory skills; ability to collaboratively set realistic goals,
provide direction, ensure accountability, and motivate others to achieve and overcome barriers.
Ability to develop, maintain, and inspire others to buy into the vision of a growing organization.
Proven ability to solve problems and meet deadlines and budgets in a fast-paced environment

Experience Required

Minimum of seven years of experience in leadership and management, preferably in the non-profit
sector, with documented ability to manage staff and lead teams.

Demonstrated success leading an organization and motivating others within a fast-paced constantly-
changing work environment.

Additional Expectation
e Must live or relocate within a 60-mile radius from the ACPA

Salary Full Time
e 5$115,000 — 130,000 Commensurate with experience
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