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King County




Classification Specification
	

	
	2500100

	
	ARTS PROGRAM COORDINATOR



Class Summary

The responsibilities of this classification include developing, implementing and administering King County art programs.
Distinguishing Characteristics

This is a single-level classification and is distinguished from other classifications in that incumbents coordinate with community organizations and County agencies, clients and staff in implementing art projects in the community and in County-owned facilities and construction sites.

Examples of Duties (may vary by position)

1. Administer grant programs for arts and cultural organizations and individuals in cooperation with the King County Arts Commission, its subcommittees and the cultural education advisory committee.

2. Organize the artist selection process; negotiate, manage and administer artists’ contracts; develop and monitor scopes of work, schedules and budgets and provide lead direction to artists.

3. Provide technical assistance to community groups, artists, architects, engineers, arts commissions, County and City of Seattle staff members.

4. Coordinate with community groups, citizen advisory boards and non-County agencies in implementing art projects in the community.

5. Coordinate with County agencies, clients and staff in implementing art projects in County-owned facilities and construction sites.

6. Establish interlocal agreements between municipalities and the county; prepare motions and ordinances for Metropolitan King County Council review.

7. Conduct public hearings, workshops and symposiums.

8. Establish agendas, prepare mailings, present briefings and respond to requests from the Arts Commission.

9. Respond to requests for information from the media, general public, County Council and staff, generate support for the County’s arts program.

10. Develop and administer the annual arts plan and budget.

11. Review and approve artwork proposals for maintainability, safety, effect on operations, accuracy of cost estimates and affordability, coordinate the maintenance and repair of the artwork.

12. Perform other duties as assigned.

Knowledge/Skills (may vary by position)
Knowledge of art object and site evaluation

Knowledge of construction processes and procedures

Knowledge of public art policies and procedures

Knowledge of community needs and public process

Knowledge of contract administration techniques and principles

Knowledge of risk management techniques and principles

Knowledge of non-profit sector issues and needs

Knowledge of County motion-and-ordinance preparation process

Skill in oral and written communication, including making presentations 
Skill in project management 
Skill in planning and evaluation 
Skill in facilitation 
Skill in math and computer operation
Skill in negotiation 
Skill in developing and monitoring project budgets

Licensing/Certification Requirements

Requires Washington State Driver’s License and a ten-year background check. 
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None
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