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Summary of Duties: Assigns, reviews and eval uates the
work of a staff engaged in the admnistration of diverse
art activities and prograns including community and public
arts, architectural design and review, cultural grant
prograns, and historic preservation or perforns

prof essional staff work in the above prograns; applies
sound supervi sory principles and techni ques in building
and mai ntaining an effective work force; fulfills
affirmati ve action responsibilities; and does rel ated

wor k.

Di stingui shing Features: As an entering journey-|eve
professional staff nmenber, an Arts Manager exerci ses

i ndependent judgnent in handling details and specific
assignnents within standards and policies defined by the
departnent and prepares conprehensive reports to
managenent on assi gned tasks. My assune supervi sory
responsibility for the work of Arts Associ ates and
clerical staff menbers within a division and oversee a
smal | section of a division. Supervision received
consists prinmarily of a review of the results of an

enpl oyee's work, rather than a detailed check of work in
progr ess.

As an experienced Arts Manager, personally perforns the
nore difficult assignments and/or directs the activities
of a division of the departnent and will supervise

prof essi onal and nonprof essional staff in acconplishing
di visional goals that have departnent and city-w de
applications. Assignnents are nornally given verbally or
inwiting in terns of broad objectives or conpl ex

probl ens. | ncunbents receive mninmal direct supervision
and results are evaluated by the | evel of comunity

awar eness, success, and acceptance of the various arts
progr ans.

An Arts Manager nay act as an advi sor to the General
Manager on inplenentation of the Qultural Masterplan to
pronote arts and culture in the Gty of Los Angeles. An
Arts Manager may serve as departnental subject matter
expert on architectural design reviewissues and act as
iaison to other public agencies and private firns to
adm ni ster selection and installation of public art
projects, cultural planning and arts educati on.

An Arts Manager differs fromthe Managenent Anal yst series
in that duties of the Arts Manager are arts rel ated and
requi re extensive knowl edge of and contacts within the
arts community.



Examples of Duties: The majority of the work performed by an Arts Manager falls into four major program
categories: Community Arts, Grants Administration, Design Review, and Public Arts. An Arts Manager may be
called upon to perform or assist in the performance of some or al of the duties listed below.

- Meets with City officials from other City departments to develop inter-agency efforts for the re-use of
materials from industry and commerce by arts institutions and artists working within the public sector;

- Salicits contributions of re-usable material from private industry to be recycled into public art projects;

- Develops promotional campaigns to stimulate public interest in the Materials for the Arts Program and to
inform artists/arts organizations about the program and possible methods of incorporating recycled products
in public art projects;

- Works with other City departments and municipal agencies on arts educational programming in order to locate
potentia venues, develop programs, devel op transportation, and seek out additional funds for arts educational
programming for youth in areas of the City which are disadvantaged and undeserved by existing arts facilities;

- Develops and maintains a culturally diverse network of community-based art instructors who can teach a
variety of art, design, and craft forms to disadvantaged youth;

- Promotes community-based educational outreach programs to professional art guilds to stimulate and
encourage volunteer teaching and professiona presentations within the school system and community centers;

- Develops a network of existing community-based and regional arts institutions to provide programming and
apprenticeships for disadvantaged youths;

- Conducts field audits on grants, public art projects, and other contracted services to insure that work is
progressing as scheduled and in an artistically acceptable manner.

- Writes, investigates, and analyzes reports on grantee data, public art data, planning data, and other related
fields;

- Develops and writes guidelines for yearly update of grants applications, public arts, and related work;

- Conducts workshops to inform targeted groups of the application process for grant proposals, and methods used
to respond to Request for Proposal (RFP) and Request for Qualification (RFQ);

- Assembles ethnically balanced peer review panels from the arts community to review yearly applications for
grants, public arts projects, and other related projects;

- Sets up artistic peer review panel meetings and insures the integrity of the art project selection process;

- Writes contracts for grant recipients and public art projects containing language that characterizes the artistic
project and processes the contracts through the Mayor's office and the City Attorney;

- Develops and implements grants monitoring program;

- Trains and supervises staff in administering the City's Cultural Grants Program, Percent for Art Program, and
related programs;

- Develops and writes yearly guidelines for grant, Percent for Art, and related programs;

- Assstsindividud artists and arts organizations in completing contracted work, including mediating artistically
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accept abl e sol utions between artist and other Gty
departnents or agenci es;

Oversees the devel opnent of contracts for recipients
of grants, Percent for Art Prograns, and rel ated
progr ans;

Assenbl es grant allocation coonmttees that are
representative of the peer review panels to insure
fair allocation of funds to grantees;

Assenbl es grant selection and allocation infornmation
for presentation to the CGeneral Manager, Mayor, and
Counci | ;

Appears before Council to answer questions on grant
pr ocess;

Assi sts in devel opi ng budget and expendi ture pl ans
for the various funds and prograns in Qultura
Affairs.

Devel ops guidelines for Percent for Art program
departnental art plans, aids in preparation of annual
expendi ture plan.

Advi ses CGeneral NManager, Gty Council nenbers, Arts
Advi sory Comm ttee nmenbers, representatives of other
nmuni ci pal agenci es and support groups on how to
devel op ongoi ng strategies for the inplenmentati on of
the recommendations in the Gtyw de Qultura
Masterplan and institutional stabilization prograns
fromthe Arts Devel opnent Fee Trust Fund,

Wrks wth other Gty departments and Counci

pl anning aides to integrate conponents of the

Qul tural Masterplan into the AQty's General Plan
including the |ocation and pl anning of cultura
facilities, services, and prograns;

Pronot es and encourages cul tural preservation
proj ects by educating public, contractors, and
devel opers on aspects of the Qultural Masterplan;

Pronmotes and cul tivates cultural partnerships between
the Gty and the private sector;

Meets with devel opers and Cty officials to negotiate
agreenents that woul d enhance their involvenent in
cultural prograns and facilities;

Assists with devel opnment of annual CGtyw de Arts
Expendi ture Pl an delineating i ncome sources and
allocations within the Arts and Qultural Facilities
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and Services Trust Fund and the Arts Devel opnent Fee
Trust Fund;

- Wrks wth the Qultural Heritage Comm ssion and the
Qultural Affairs Comm ssion to insure that
subm ssions for architectural design approval to
t hose comm ssions conformto the Gtyw de Qultural
Mast er pl an;

- Expl ai ns and educat es devel opers and contractors on
the arts devel opnent fee credit programincludi ng
identifying sites and devel opi ng strategies for
public art projects;

- Consul ts and assists devel opers on their arts
devel opment fee credit projects and coordi nates
revi ew of devel opers proposal s;

- Wrks with Building and Safety Departnent to insure
that devel opers are neeting their Arts Devel opnent
Fee requirenents;

- Devi ses pronotional and educational naterial to
expl ain and pronote the arts devel opnent fee program
to artists, arts organi zations, public officials, and
devel opers;

- Wrks with Gty departnments to devel op and i npl enent
their departnental art plans;

- May serve as a director of a large theater operation
or director of various institutional support and
stabilization prograns;

- Comuni cat es equal enpl oynent/affirmative action
information to enpl oyees;

- Applies job-related criteria in selecting, orienting,
assi gning, training, counseling, evaluating, and
di sci pl i ni ng subor di nat es;

- Assi sts enpl oyees in preparing for pronotion as
described in the Gty's Affirmati ve Action Program

May occasionally 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 good know edge of:

- Maj or principles, practices, nethods, and techni ques
of arts admnistration with enphasis on public art
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programmng and cul tural grants adm nistration.
Community based and regional arts institutions

avail abl e to provide prograns and apprenti ceshi ps for
di sadvant aged yout h.

Financial, material, venue, and out reach resources
within the local arts comunity.

Concerns and trends of local arts community in
various fields of arts.

Artistic disciplines such as dance, drana, nusic.
Arts educational programmng for youth.

G tyw de Qultural Masterpl an.

Principles and practices of public admnistration
applicable to admnistration of a Gty departnent,
i ncl udi ng budget preparation and control;

Supervi sory principles and practices including:

pl anni ng, del egating and controlling the work of
subor di nat es.

Techni ques of counseling, disciplining, and
not i vati ng subordi nat e personnel .

Procedures for grievance handling.

Supervi sory responsibility for EEQ AA as set forth in
the Qty's Affirmative Action Program

Ef fective safety principles and practi ces.

A wor ki ng knowl edge of:

Menor anda of understanding as they apply to
subor di nat e personnel .
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Percent for Arts Program

Gtywi de Arts Expenditure Pl an.

Qultural Affairs grant application process.

Qul tural preservation prograns, concepts, and
practi ces.

Principles, techniques, and nethods suitable for the
di ssemnation of information.

A general know edge of:

Gty personnel rules, policies and procedures.
Servi ces Trust Fund.

Arts Devel opnent Fee Trust Fund.

Materials for the Arts Fund and net hods of

i ncorporating recycled products in public art
proj ects.

Architectural design and review issues and concepts.

The ability to:

Establish and nai ntain a work environnent to enhance
bot h enpl oyee noral e and productivity.

Ful fill supervisory affirmative action
responsibilities as indicated in the AQty's
Affirmative Action Program

Recogni ze verifiable art projects.

Read and anal yze architectural plans submtted for
board approval .

Anal yze and assenbl e data concerni ng budgetary,
procedural, policy and other admnistrative nmatters.

Be sensitive to the individual needs of artists while
bei ng able to conformto regulatory standards in
order to negoti ate conprom ses between artists and
other Gty departnments or agenci es.

Function within a political environment and interact
with the artistic community at all |evels.

Speak in front of audiences to pronote the arts and
the AQty's endeavor to
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pronote cul tural awareness.

- Prepare and present oral and witten reports
conci sely, logically, and convincingly.

- Plan, direct, and coordinate the work of Arts
Associ ates and ot her subordi nat e personnel .

- Deal tactfully and effectively with el ected and
appoi nted officials, Gty enpl oyees, and the public.

M ni num Requi renents:

Two years of full-time paid experience directing and
coordinating an arts programthat is in a class at the
level of Arts Associate with the Gty of Los Angel es; or

Two years of full-time paid experience as an adm ni strator
of an organi zation responsi ble for devel opnent,

i npl ement ati on, coordination, or admnistration of
prograns directed at encouragi ng appreciation, interest,
or participation in fine arts or cultural activities or
work in the pronotion of public art is required for Arts
Manager .

A Masters Degree in Arts or a professional degree such as
Architecture, Hstoric Preservation or Law froma
recogni zed col l ege or university is desired.

License: Awvalid California Driver's License may be
required for sone positions in this class.

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

Those with nedical limtations may be able to performthe
duties of some positions in this class with reasonabl e
accommodati on. The deci sion to accommodat e soneone' s
limtations will be nmade on an individual basis and
depends on the types of Iimtations, 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.



