Director of Heritage .
! "ag Job Description

Wheeling Heritage Programming
. . Pri

Job Description Title: Director of_Herltage rlmarY Executive Director

Programming Supervisor(s):
Location: Wheeling, WV Travel Required: | Less than 15%

Position Stat

FLSA Classification: Exempt (:_I_SII l;.(;'nemz.l):us Full-Time

9:00 am to 5:00 pm Physical Moderate Physical Activity — See
General Work Day/Week: .

v/ Monday through Friday Demands: Physical/Environmental Demands

Position Description

This position oversees the Organization’s Heritage Programming activities including implementing heritage principles and best
practices, enhancing and increasing programs, managing grants, and leading and facilitating related projects that advance the
themes of the Wheeling National Heritage Area.

Mission: Vision:
Our mission is to be a catalyst for the revitalization of Wheeling’s economic future is enhanced, providing new
Wheeling. employment opportunities and economic revitalization

through preservation and utilization of the Wheeling National
Heritage Area’s natural setting and historic resources.

Organizational Goals:

Public Awareness & Identity | Preservation | Interpretation & Education

Economic & Community Development | Recreation | Sustainability

Minimum Position Requirements

Education and Experience Reasoning Ability

e Abachelor’s degree in a related field that lends itself to e Ability to define problems, collect data, establishes
public programming. facts and draws valid conclusions. Ability to apply the

e  Plus, strong project management skills and at least two concepts in the Heritage Toolkit to inform the
years of full-time experience in leading public facing strategic direction of the Organization’s programs
programs, events, and community engagement. Computer Operations

e  Preferred an advanced degree in related field and/or at

) . . . e  Proficient personal computer skills including
least two years’ experience managing heritage programs.

electronic mail, record keeping, routine database
Communication and Cultural Competence activity, word processing, spreadsheet, graphics, etc.
e Ability to communicate information to diverse groups Planning/Organization Skills

of people through a variety of mediums e  Prioritize, organize, and delegate assignments.

Primary Responsibilities/Essential Job Duties:

Working under minimal supervision, The Director of Heritage Programming’s Primary Responsibilities and Essential Job Duties
include:
e Strategizing and supervising and/or executing heritage programming across all program areas
e  Ensuring that all program areas are represented equally to advance the themes of the Wheeling National Heritage Area
e Working with the Community to inform a programmatic schedule that adheres to Heritage Principles and a “people
first” approach
e Continual enhancement of current programs and integration of new programs as deemed necessary and relevant
e  Provide technical assistance to small business with the goal of enhancing Wheeling’s economic vitality.
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Primary Responsibilities/Essential Job Duties:

e  Work with the Executive Director to create and implement annual program budget

e  Meet regularly with Executive Director

e  With the Executive Director provide oversight to the Wheeling Heritage Media team, working together to establish
goals, evaluate contract opportunities and determine project timelines

e  Technical writing and editing

e Other tasks as assigned.

PHYSICAL / ENVIRONMENTAL DEMANDS: The table below shows how much on-the-job time is spent in the following physical
activities:

ACTIVITY: None Under 1/3 1/3to 2/3 Over 2/3
Standing X
Walking X
Sitting X

Using hands to finger, handle or feel

Reaching with hands and arms

Climbing or balancing

Stooping, kneeling, crouching, or crawling

Talking or hearing X

Tasting or smelling X

This position is described as moderate physical activity performing somewhat strenuous daily activities of field work along with
light physical activity performing non-strenuous daily activities of an administrative nature. This position requires occasional
lifting or carrying of items up to 25 Ibs. less than 1/3 of the time. This position requires manual dexterity sufficient to reach /
handle items, works with the fingers. This position has no special vision requirements.

The work environment is well lighted, heated and/or air-conditioned indoor office/shop environment with adequate ventilation.
The noise level is moderate, as would be found in a business office with computers and printers, light traffic. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Materials used include: General office supplies.

Equipment used includes: desktop or notebook computers, photocopier/scanner/fax machine, and telephone systems.

Work Activities For This Position Include:

Organizing, Planning, and Prioritizing Work - Developing specific goals and plans to prioritize, organize, and
accomplish your work.

Communicating with Persons Outside Organization - Communicating with people outside the organization,
representing the organization to customers, the public, government, and other external sources. This information
can be exchanged in person, in writing, or by telephone or e-mail.

Establishing and Maintaining Interpersonal Relationships - Developing constructive and cooperative working
relationships with others and maintaining them over time.

Evaluating Information to Determine Compliance with Standards - Using relevant information and individual
judgment to determine whether events or processes comply with laws, regulations, or standards.

Making Decisions and Solving Problems - Analyzing information and evaluating results to choose the best solution
and solve problems.

Coordinating the Work and Activities of Others - Getting members of a group to work together to accomplish tasks.
Communicating with Supervisors, Peers, or Subordinates - Providing information to supervisors, co-workers, and
subordinates by telephone, in written form, e-mail, or in person.
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Resolving Conflicts and Negotiating with Others - Handling complaints, settling disputes, and resolving grievances
and conflicts, or otherwise negotiating with others.

Scheduling Work and Activities - Scheduling events, programs, and activities, as well as the work of others.
Getting Information - Observing, receiving, and otherwise obtaining information from all relevant sources.
Interacting With Computers - Using computers and computer systems (including hardware and software) to
program, write software, set up functions, enter data, or process information.

Developing and Building Teams - Encouraging and building mutual trust, respect, and cooperation among team
members.

Interpreting the Meaning of Information for Others - Translating or explaining what information means and how it
can be used.

Competencies

To perform the job successfully, an individual should demonstrate the following competencies.

Work Styles

Attention to Detail - Job requires being careful about detail and thorough in completing work tasks.

Dependability - Job requires being reliable, responsible, dependable, and fulfilling obligations.

Analytical Thinking - Job requires analyzing information and using logic to address work-related issues and problems.
Initiative - Job requires a willingness to take on responsibilities and challenges.

Integrity - Job requires being honest and ethical.

Cooperation - Job requires being pleasant with others on the job and displaying a good-natured, cooperative
attitude.

Achievement/Effort - Job requires establishing and maintaining personally challenging achievement goals and
exerting effort toward mastering tasks.

Stress Tolerance - Job requires accepting criticism and dealing calmly and effectively with high stress situations.
Adaptability/Flexibility - Job requires being open to change (positive or negative) and to considerable variety in the
workplace.

Innovation - Job requires creativity and alternative thinking to develop new ideas for and answers to work-related
problems.

Self-Control - Job requires maintaining composure, keeping emotions in check, controlling anger, and avoiding
aggressive behavior, even in very difficult situations.

Persistence - Job requires persistence in the face of obstacles.

Leadership - Job requires a willingness to lead, take charge, and offer opinions and direction.

Knowledge

English Language - Knowledge of the structure and content of the English language including the meaning and
spelling of words, rules of composition, and grammar.

Mathematics - Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications.

Public Safety and Security - Knowledge of relevant equipment, policies, procedures, and strategies to promote
effective local, state, or national security operations for the protection of people, data, property, and institutions.
Customer and Personal Service — Knowledge of Principles and processes for providing customer and personal
services. This includes customer needs assessment, meeting quality standards for services and evaluation of
customer satisfaction.

Arts- Knowledge of local artists and art initiatives throughout Wheeling and the surrounding region.
Entrepreneurship — Knowledge of resources that are available to entrepreneurs and an ability to communicate and
share these resources with them.
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Coordination - Adjusting actions in relation to others' actions.

Time Management - Managing one's own time and the time of others.

Monitoring - Monitoring/Assessing performance of yourself, other individuals, or organizations to make
improvements or take corrective action.

Writing - Communicating effectively in writing as appropriate for the needs of the audience.

Active Listening - Giving full attention to what other people are saying, taking time to understand the points being
made, asking questions as appropriate, and not interrupting at inappropriate times.

Speaking - Talking to others to convey information effectively.

Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses of alternative solutions,
conclusions or approaches to problems.

Reading Comprehension - Understanding written sentences and paragraphs in work related documents.

Complex Problem Solving - Identifying complex problems and reviewing related information to develop and evaluate
options and implement solutions.

Management of Personnel Resources - Motivating, developing, and directing people as they work, identifying the
best people for the job.

Active Learning - Understanding the implications of new information for both current and future problem-solving
and decision-making.

Management of Financial Resources - Determining how money will be spent to get the work done, and accounting
for these expenditures.

Mathematics - Using mathematics to solve problems.

Management of Material Resources - Obtaining and seeing to the appropriate use of equipment, facilities, and
materials needed to do certain work.

Abilities
Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not involve solving
the problem, only recognizing there is a problem.
Deductive Reasoning - The ability to apply general rules to specific problems to produce answers that make sense.
Information Ordering - The ability to arrange things or actions in a certain order or pattern according to a specific
rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations).
Oral Comprehension - The ability to listen to and understand information and ideas presented through spoken
words and sentences.
Written Comprehension - The ability to read and understand information and ideas presented in writing.
Oral Expression - The ability to communicate information and ideas in speaking so others will understand.
Speech Clarity - The ability to speak clearly so others can understand you.
Weritten Expression - The ability to communicate information and ideas in writing so others will understand.
Inductive Reasoning - The ability to combine pieces of information to form general rules or conclusions (includes
finding a relationship among seemingly unrelated events).
Visualization - The ability to imagine how something will look after it is moved around or when its parts are moved
or rearranged.
Category Flexibility - The ability to generate or use different sets of rules for combining or grouping things in
different ways.
Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, not
their quality, correctness, or creativity).

An Equal Opportunity Employer: We provide equal opportunity without regard to race, color, national origin,
religion, sex, age, marital status, or disability. EOE




