JOB DESCRIPTION / QUALIFICATIONS
Title: Executive Director, Independent Contractor

Overall job: To develop and conduct programs and to carry out the Discovery Center mission statement (to foster a love of nature, an interest in science, and an appreciation of history and the cultural arts in all persons, particularly the young); to provide administrative services. Duties will include:

· Develop and lead programs for membership and public

· Arrange for staff and/or volunteer leadership

· Arrange for program locations and permits, if needed

· Attend and report at monthly board meetings

· Coordinating public and community relations
· Write and distribute press releases to local media

· Create and maintain good working relationships with local press and other organizations
· Arranging for contracted services 

· e.g., live-animal programs, outside speakers

· Providing administrative services

· Develop, manage, and e-mail monthly program newsletter to members/public

· Manage phone, mail, and e-mail
· Maintain web site

· Make bank deposits

· Assist fundraising and membership chairpersons

Hours: 10-20 hours/week average (more in fall/spring, less in December and summer), not including travel time; some weekend work required
Compensation: __________ hour

Qualifications:

· Experience in dealing with the public, especially with families with younger children

· Strong organizational and administrative skills 
· Background in natural history and teaching a plus
· Self starter with ability to lead

· Strong computer skills
· Must have a car
