
Job descriptions for Open Jobs as of 5/5/2025 
 
Featured Artist & Music Coordinator 
 
Job Functions: 

1.​ Solicits (at least one but no more than 3) featured artists for receptions 
2.​ Uses Paint Rag, e-blasts, and phone calls to reach Wall and Floor artists  
3.​ Collects payment from each featured artist prior to the reception 
4.​ Solicits 3 good, high resolution photos and a very short 2 paragraph bio to send to PR Chair 
5.​ Requests “Featured Artist” name tags from person in charge of Gallery name tags 
6.​ Places “Featured Artist” wall (or floor) tags in the featured artists’ area  
7.​ Answers any questions that they may have about bringing extra artwork etc. 
8.​ Finds and supervises photographers for receptions and sends those photos to Historian and Social  

Media Director. 
9.​ Finds and organizes musicians for Art Night Receptions  

Time Commitment:  
 
Daily call-in Coordinator​ ​ ​ ​  
​ ​ ​ ​ ​ ​  
It is important that the Gallery remain open during business hours and it is the responsibility of the Daily Call-In 
Coordinator to make sure the scheduled staff arrives for the morning shift. It is the responsibility of the first shift 
to notify the appropriate person(s) if the next staffer does not arrive for their shift.​
Job Functions: 

1.​ receives a call at 10 AM from the morning Gallery staffer to know the Gallery is open 
2.​ calls Calendar Chair or Gallery Manager if no one calls and no one answers the phone when the 

Gallery is called​ ​  
Time Commitment:  Coordinator must be available every morning by 10 am to receive the morning staffer’s call 
that the Gallery is open. This time period equals approximately one to two minutes each day that the Gallery is 
open, equaling an average of 1⁄2 hour to 1 hour a month. 
 
Gallery Wall Rotation Assistant(s) 
 
Wall rotation every other month can be hectic and demanding and the Wall Rotation Assistant is pivotal to the 
success of each rotation.​
Job Functions: 

1.​ assists the Wall Director and Wall Licensee-Artists during the rotation of artwork 
a.​ may include helping other artists remove and install their work 
b.​ monitoring Wall Licensee-Artist’s compliance issues 
c.​ correcting compliance issues that occur 
d.​ brings out the ladders and stepladders 
e.​ setups a table with hardware, spacers and levels and hanging labels for the​

change out 
f.​ put it all back in place for the next Gallery opening 

2.​ helps artists type and print their wall labels. 
3.​ experienced assistants may be expected to supervise the change out in the absence of​

a Wall Director 
a.​ shows the map of the new locations to artists 



b.​ makes sure that all participants (members and non-members) have signed the​
Participant Release forms 

Time Commitment. This position requires a presence in the Gallery every other month for approximately four 
hours. 
 
Social Media Coordinator 
 

Instagram is a social media tool for exposure and advertising of our artists' work.  
Job Functions: 

1.​ posts reels/images of Gallery member's work on the SDAG's Instagram account 
2.​ edit pictures using a photo editing program to crop, enhance lighting, and blur out the background. 
3.​ researches hashtags for various media, trends and finding local "followers". 

Time Commitment: 
 
Jobs Director 
 

Running the SDAG Off Track Gallery is imperative to its success. The Job’s Chair ensures that all the 
necessary jobs are staffed to make sure that the Gallery functions to its greatest potential.​
Job Functions: 

1.​ fills SDAG jobs as needed 
2.​ maintains, updates and distributes the following lists: 

a.​ job titles and who holds them 
b.​ job descriptions 
c.​ Gallery Licensee-Artists and the jobs they hold 
d.​ “Do not contact” lists  

3.​ requests updates from Direcrtors, approximately every two months for update on their team members 
4.​ fills OTG jobs:  

a.​ Permanent jobs: 
i.​ checks the Jobs Description list to determine the skills needed to do the job 
ii.​ checks the Membership List to find potential candidates 
iii.​ checks the column (on the updated Membership List) labeled "would like to​

volunteer for" to find qualified/interested candidates 
iv.​ checks the column (on the updated Membership List) labeled "position currently​

held" to make sure the candidate doesn't already have a job 
v.​ gives preference to Gallery Licensee-Artists for jobs over 2 hours because they are 

required to have a permanent two-hour-per-month job unless they staff a third shift per 
rotation 

vi.​ contacts qualified/interested candidates, based on the above criteria 
vii.​ informs the candidate that the job requestor will contact him/her for further​

discussion, when there is a favorable response, 
5.​ contacts the job requestor with the contact information of the interested candidate. 
6.​ monitors the follow-up 
7.​ updates the appropriate lists 

a.​ Temporary jobs: 
i.​ determines whether a Monthly Show(s) occurs prior to the date a volunteer is​

needed 
ii.​ submits a job request form to the Monthly Show (ie, MS jobs folder) 



iii.​ If there isn't enough time or the Monthly Show doesn't fill the job, then use the same 
criteria as you would to fill a permanent job, but don't contact Gallery Licensee-Artists. 
Gallery Licensee-Artists are inappropriate candidates for temporary jobs. 

iv.​ posts the job on the SDAG website, if appropriate 
v.​  attend the monthly SDAG BOD meeting 

vi.​  creates and sends ‘No Show’ Invoices or notices as needed 
Time Commitment: 
 
Fundraising Events Director 
​ ​ ​ ​ ​ ​  
Fundraising events help to support the SDAG and the Off Track Gallery.  
Job Functions: 

1.​ plans and coordinates the annual Mother's Day Weekend Art, Garden & Studio Tour 
2.​ recruits, trains and guides subcommittee leaders, as is necessary, to be sure that all planning stays​

on task and in a timely manner 
3.​ makes the final decisions relating to the event 
4.​ oversees all facets including monitoring income and expenses to ensure correct financial reporting 
5.​ attends monthly BOD meetings in order to keep the board informed 
6.​ performs other duties as may be prescribed from time to time by the Board of Directors 

Time Commitment: 
 


