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Job Description 

Job Title:   Director of Arts 
Reports to: Chief Development Officer 
FLSA Status: Exempt: Full-Time, Salary 
 
 
The Director of Arts is responsible for strategically leading all aspects of the Honeywell 
Foundation’s comprehensive arts programming vision and implementation. This position 
is responsible for a variety of arts programming including visual, theatrical and musical 
artistic opportunities, working in partnership with other team members to enhance the 
artistic offerings of the Honeywell Foundation.  
 
Essential Duties and Responsibilities (Note: Other duties may be assigned) 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 
 

 Administers programming that provides opportunities across disciplines and skill 
levels: 
o Manage music lesson program offerings in Wabash and North Manchester 

locations 
o Visual art exhibits, workshops, and competitions 
o Theater arts workshops and camps 

 Manages three annual community outreach events for youth and their familes: 
Bunny Bash, Spring Break Bash and Winter Bash. 

 Oversees cultural program offerings at Honeywell House and Dr. James Ford 
Historic Home. 

 Responsible for establishing and maintaining relationships with independently-
contracted artists.  

 Works closely with the Development team in maintaining relationships with arts 
funding partners. 

 Supervises/Executes Programming-related tasks including event documents, 
calendars, monthly budget review, and annual budget. 

 Provides leadership in the creative and analytical evaluation of programming 
opportunities. 

 Provides assessments and recommendation for the development of future 
priorities and policies. 

 
Knowledge, Skills and Abilities 
The requirements listed below are representative of the knowledge, skills, and/or abilities 
required to perform each essential duty satisfactorily. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 

 Presentation, relationship building, communication (written and oral), and 
computer skills are essential 
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 Demonstrated ability to work in a team environment, build consensus, problem 
solve, and provide leadership 

 Excellent interpersonal communication skills and the ability to make compelling 
oral and written presentations 

 Proficient project management skills 
 Driven to succeed and enjoy working in a fast-paced, highly dynamic 

environment with a proven ability to work independently and within cross-
functional teams, and exercise sound, professional judgement 

 Adaptable, energetic, creative, positive, personable, and eager to learn 
 Treats sensitive and/or confidential information appropriately 
 Exhibits high levels of integrity, ethical behavior, and professional maturity 
 Ability to reach agreements and consensus despite differing opinions and 

priorities 
 Stays abreast of industry best practices 
 Advanced written and verbal communication skills 
 Strong computer skills; Microsoft Office proficiency 
 Strong time management skills and attention to detail 
 Aptitude in decision-making and problem-solving 
 A team player with a strong work ethic 

 
Education And/Or Experience 
Bachelor’s degree from a four-year college or university or an equivalent combination of 
education and experience in arts administration. 
 
Environment and Physical Demands 
The physical demands described here are representative of those an individual must 
meet to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 

 Office environment 
 Utilizing an office desk – sitting, reading, listening or speaking with the ability to 

move intermittently throughout the day 
 Constant walking and standing; frequent bending, stooping and reaching 
 Occasionally lift up to 50 lbs. with the ability to push or pull more than 50 lbs. 
 Ability to work in a fast-paced environment 
 Strong sensory skills, such as good eyesight, good hearing, and dexterity 
 Ability to operate office equipment, including computers, copiers, fax machines, 

and phones 
 

Other Requirements 
Position may require evening and weekend hours. 
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Responsibilities are subject to change and increase as the position evolves. 


