01-17-92 ARTS ASSCQCI ATE, 2454

Summary of Duties: Perforns a broad range of entry-I|eve
professional work 1 n connection with community and public
arts, architectural design and review, cultural grant
prograns, and historic preservation; receives on-the-job
training and experience in preparation for career
advancenent in various art admnistration areas; and does
rel ated work.

Di stingui shing Features: Arts Associate is an entry-|evel
arts admnrstration class, the incunbents of which receive
on-the-job training and work experience relating to the
operations of an arts departnment. An Arts Associate is
exposed to the current concerns and trends within the
local arts comunity as well as to the policies,
procedures, rules, and regulations within the Gty. An
Arts Associate is al so exposed to public arts
admnistration through the architectural design approval
process, cultural grants process and nonitoring program
Arts Devel opment Fee Trust Fund, Youth Advocacy Program
Materials for the Arts Program and other art prograns in
devel opnent. This training will conplenment the know edge
of art and art adm nistrati on gai ned through schooling
and/ or work experience in an arts organi zati on.
Assignments are nornmally given verbally and in witing and
the results are evaluated by an Arts Manager

The purpose of this class is to develop the witing,

anal ytical, and oral presentation skills learned in
college, while at the sane tinme training an Arts Associ ate
in the diverse operations of the Gty and the local arts
comunity. An Arts Associate nmay pronote to cl asses such
as Arts Manager, Community Arts Director, Performng Arts
Drector, and Art Center Director where he/she wll
performdifficult and conpl ex adm ni strative work
requiring the exercise of considerabl e i ndependent

j udgenent .

The duties of an Arts Associate differ fromthat of a
Managenent Assistant in that an Arts Associate is required
to bring to the position a know edge of the arts and arts
adm ni stration gai ned either through schooling or work
experience. An Arts Associate nust have the ability to
interact with the artistic community at all |evels.

Exanpl es of Duties: An Arts Associate nay be called upon
to assist 1n the performance of sone or all of the duties
i sted bel ow

- Resol ve adm ni strative and other problens related to



the Public Art Program Gants Admnistration
Program GCommunity Arts Program Design Review
Process, Youth Advocate Program Material for the
Arts Program and other art prograns by anal yzi ng and
focusing on the nature of the problem collecting and
interpreting data,

determning alternative solutions and consequences,
recomendi ng courses of action, and preparing reports
and docunent ati on as necessary.

- Prepare, review, and edit divisional budget requests.

- Anal yze, develop, install, nodify and review systens
and procedures.

- Prepare routine inter-office nenos, letters, and
reports to other Gty offices, private
citizens or conpanies, or to other governnental
agencies regarding arts policy and ot her subject
matter.

- Moni tor and coordinate existing art prograns.

- Select artists for public art projects.

- Procure supplies, materials and equi pnent.

May occasional ly be assigned to other duties for training
pur poses or to neet technol ogi cal changes or energencies.

Qualifications: Incunbents nmust have the follow ng
know edges and abilities:

A wor ki ng knowl edge of:

- Basi ¢ principles, practices, nethods, and techni ques
of arts admnistration including community and public
art programmng, and cultural grants admnistration.

A general know edge of:

- Communi ty based and regional art institutions.

- Basi c principles, practices, nethods and techni ques
of public admnistration, personnel adm nistration,
and organi zati on and nanagenent.

The ability to:

- Gat her factual information and conduct research

within the arts community and present recomrendati ons
that are clear, concise, |ogically devel oped, and



convi nci ng.

- Speak in front of an audience to pronote the arts and
cul tural awareness.

- Anal yze and eval uate data pertaining to Gtyw de
Qul tural Master plan, Qultural Gants Program and
Percent for Arts Program

- Establ i sh procedures and systens to accommodat e
tracking of grants applications, awards, and
contracts. Conduct surveys in the arts community to
neasur e success of departnental prograns.

- Deal tactfully and effectively with the public,
nmanagenent, supervisors, and ot her enpl oyees,
contractors, devel opers, grant applicants/awardees,
and Council and Mayoral offices.

- Assist individual artists and arts organizations in
conpl eting contracted work, including nmediating
artistically acceptable solutions between artist and
other Gty departnments or agenci es.

M ni num Requi renents:

QG aduation froma recogni zed four-year college or
university with a degree in Art Hstory, At

Adm ni stration, Architecture, Hstoric Preservation,
various artistic disciplines such as Misic, Theater,
Dance, Film and Fine Arts, Literature, Traditional Arts;
or other related fields is required; or

Four years of full-tinme paid experience directing and
coordinating an arts programin an organi zation
responsi bl e for the devel opnent, inpl enentation, or
coordi nation of prograns directed at encouraging
appreciation, interest, or participation in fine arts or
cultural activities in pronotion of public art.

License: Awvalid California driver's |license may be
required for sone positions.

Physical requirenments: Strength to perform average
[TTting of up to 5 pounds and occasional ly over 15 pounds;
good speaking and hearing ability and good eyesi ght.

Those with nedical limtations may be able to performthe
duties of some of the positions in this class with



reasonabl e accormodati on. The deci sion to acconmodat e
sormeone's limtations will be nmade on an individual basis
and depends on the types of limtations, what the hiring
departnent can reasonably do to accommodate them and the
specific qualifications for the job.

As provided in CGvil Service Comm ssion Rule 2.5 and
Section 4.55 of the Adm nistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to declare what all
of the duties and responsibilities of any position
shal | be.



