
ARTSWAVE 
ArtsWave 100 Project Manager 

Reporting to the President and CEO, the new role of ArtsWave 100 Project Manager builds our team’s 

capacity to identify, research, plan and execute a series of hallmark projects and events as we count down to 

ArtsWave’s centennial anniversary in 2027. The position coordinates vision, strategy, resources and objectives 

to ensure successful project implementation in anticipation of an exciting future for the organization. The 

position also assists the CEO in executing programs and events that build capacity for a stronger arts sector of 

the future, such as BOARDway Bound and new diversity, equity, inclusion and access initiatives. 

 

Responsibilities 

- Coordinate internal resources and external experts/volunteers/vendors for the flawless execution of projects 

- Research, assess and advance growth opportunities and new ventures as defined by the CEO and Board 

- Assist CEO, and involve all relevant stakeholders, with program/project development 

- Define scope, goals, deliverables, timelines and required resources for projects; write detailed project or 

event plans to track progress 

- Schedule meetings, track participants, prepare/coordinate materials 

- Write project briefs, research summaries and other communications; prepare PowerPoint presentations 

- Plan and execute events such as committee meetings, workshops, receptions 

- Coordinate and connect with CEO and management team to keep assigned projects aligned and on track 

- Provide clear direction and support for staff and volunteer teams on project components 

- Monitor and report on project progress 

- Attend and assist at ArtsWave’s events and programs, including those of the ArtsWave Community 

Campaign and occasional weekends and evenings, as necessary 

 

Required Education & Experience 

- Bachelor’s degree in business or equivalent. Project management professional certification (PMP) or master’s 

degree is a plus. 

- 2-3 years’ proven experience managing multiple, multi-faceted projects to completion 

- Experience conducting and compiling results of research, industry/environmental scans, data sets and other 

inputs to inform decision-making 

- Experience writing project plans, business plans and pro-forma financials 

- Experience planning and executing events 

- Experience creating and monitoring budgets 

- Track record of working effectively with teams 

- Excellent internal and external communication skills 

- Excellent written and verbal communication skills 

- Excellent organizational skills including attention to detail and multi-tasking skills 

- Strong working knowledge of Microsoft products including Office 365, Word, Excel, PowerPoint and  

SharePoint; online research and planning tools; and some experience with CRM databases 

 

Competencies 

- Able to manage multiple projects, tasks and people at once 

- Self-starter 

- Curiosity 

- Critical thinking and problem-solving skills 

- Strong interpersonal and teamwork skills; ability to take direction and input 

- Maturity, sound judgment and professional demeanor required; positive, helpful nature and sense of humor 

helpful 

- Openness to new ideas and continual process improvement 

- Energetic, flexible, collaborative, and proactive 

- Commitment to the mission, vision and values of ArtsWave 

- Knowledge of and enthusiasm for the local arts community preferred 

 

 



ARTSWAVE 
ArtsWave 100 Project Manager 

 

About ArtsWave 

With the help of tens of thousands of donors, ArtsWave supports more than 100 arts and community 

organizations that make our region an amazing place to live. We believe that the arts — music, dance, theatre, 

museums, festivals, and more — create a vibrant regional economy and a more connected community. 

ArtsWave is an equal opportunity employer and is strongly committed to creating a diverse and inclusive 

environment where a variety of backgrounds, cultures, orientations, ideas, and talents can flourish. 

 

To Apply 

Send cover letter and resume to Alecia.Kintner@ArtsWave.org. No calls please. You will be contacted if you 

are selected for an interview. Thank you.  

 

mailto:Alecia.Kintner@ArtsWave.org

