
 
JOB DESCRIPTIONS 

 
2D Wraps, Artist Created Books & Cards Coordinator​ 3 
Bio Book Coordinator​ 4 
Board Parliamentarian​ 4 
Board President​ 4 
Board Vice President/Membership Director​ 5 
Board Secretary​ 5 
Board Treasurer​ 6 
Business Card Book Coordinator​ 7 
Calendar Director and Chair​ 8 
Client Database Coordinator​ 8 
Cultural Tourism Coordinator​ 8 
Daily call-in Coordinator​ 9 
Demonstration Coordinator​ 9 
Documentation Coordinator​ 9 
Donor Legacy Coordinator​ 9 
E-blasts Coordinator​ 10 
Environmental Painters Coordinator​ 10 
Featured Artist & Music Coordinator​ 10 
Fundraising Events Director​ 11 
Gallery Administrative Assistant​ 11 
Gallery Cash Manager​ 12 
Gallery Cleaning Crew​ 12 
Gallery Computer Operator​ 12 
Gallery Graphics Coordinator​ 12 
Gallery License to Display Jurying Coordinator​ 13 
Gallery Lighting Assistant​ 13 
Gallery Managing Director​ 13 
Gallery Floor Rotation Director​ 14 
Gallery Floor Rotation Assistant​ 14 
Gallery Wall Rotation Director​ 14 
Gallery Wall Rotation Assistant​ 15 
Gallery Reception Photographer​ 16 
Grants Coordinator​ 16 
Historian​ 16 
Hospitality Director​ 16 
Insurance Coordinator​ 17 
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Jobs Director​ 17 
Mentorship Program Coordinator​ 18 
Monthly Show Director​ 18 
Monthly Show Chair​ 19 
Monthly Show On-Line Applications Coordinator​ 19 
Monthly Show Wall Tags Job​ 19 
Monthly Show Pre Take-In Team​ 20 
Monthly Show Take-In Committee: 4 People​ 20 
Monthly Show Hanging Crew (4 people plus MS Director and MS Chair)​ 20 
Monthly Show Judge Selector​ 20 
Monthly Show Judge Coordinator​ 21 
Monthly Show Public Relations​ 21 
Newsletter Director​ 21 
Off-site Event Coordinator​ 22 
Public Relations Director​ 22 
Public Relations Chair​ 23 
Public Relations Assistant - Coast News Ad Creator​ 23 
Public Relations Website Postings​ 23 
Reception Team Leader(s)​ 23 
Sales Tracker/Auditor​ 24 
Show and Tell Coordinator​ 24 
Social Media Coordinator​ 24 
Soravia Coordinator​ 25 
Staff Trainer​ 25 
Staff Training Assistant​ 26 
Sunshine Coordinator​ 26 
Treasurers Assistant:​ 26 
TITLI (Try it you’ll like it)​ 26 
Web Director​ 27 
Web Assistant -  Events Calendar​ 28 
Web Assistant -  Monthly Show & Portfolio​ 28 
Web Assistant  - Artist Profile​ 29 
 
 
 
 
 
 
​ ​  
​  
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2D Wraps, Artist Created Books & Cards Coordinator​ ​ ​ ​  
 
Under the direction of the Gallery Manager, is responsible for the organization and monitoring of the 2D Wraps 
prints, artist created books and the artist created cards. Each of the three areas has its own Coordinator but all 
have the same responsibilities over their area.​
Job Functions:​ ​ ​ ​ ​ ​  

1.​ Each Coordinator​ ​ ​ ​ ​ ​ ​  
a.​ must be computer literate 
b.​ maintains an Excel spreadsheet of all participating artist​ ​ ​  
c.​ reviews to make sure that all participating artists are SDAG members 
d.​ assists interested artist with completing a Membership Contract and submits it with the​

appropriate dues to the membership chair 
e.​ monitors, at least once a month, the 2D Wrap bins and card racks for new participants 
f.​ makes sure participants are not exceeding the number items that can be displayed in 

their area 
g.​ removes from the bins, racks and bookshelves, tags and places items in the back office​

pickup bin if participants have exceeded their limits or have not paid their Membership 
h.​ notifies participants to pick up the above items as soon as possible, stating the reason 

for the removal 
i.​ notifies participants if they have not labeled their items properly 
j.​ removes items that do not have price tags​ ​ ​ ​ ​ ​ ​  

2.​  2 D Wraps Coordinators  
a.​ notifying Bin Artists of each upcoming 2D Bin Rotation 3 times a year. 
b.​  keep 2D Bin’s Logbook of Artists up-to-date via Coordinators Worksheet for the 3 rotations:  

i.​ Checking 2D Artist membership currently paid 
ii.​ Make copies of Rotation Sign-in Forms available in Logbook, Front Desk, email & Web. 
iii.​ Coordinator’s worksheet listing participating 2D Bin Artists’ names alphabetically in each 

bin; including list for designated Artists at Jewelry Base & Front Desk 
iv.​ Checking that new Rotation Sign-in Forms & Art Wrap change-outs have been 

completed. 
v.​ The months of  ‘January, March, May, July, September & November’ Coordinators only:  

1.​ Rotate Artists alphabetically in the 5 Bins moving all Artists one position forward.     
2.​ Move the 1st front Artist & name divider in each Bin to the back of their Bin. 
3.​ Then move 2nd front Artist forward into 1st front position for new, current rotation.    

c.​ 2D-Bin Artists have 2 special individual locations rotated 6 times a year by Coordinators only, so 
Artists have 2 extra equally shared visibility locations besides the 1st front Bin Artist.   

d.​ one print each from 3 to 4 Artists chosen from 2-Canvas Racks, for a 2-month turn @ the 
Jewelry Base bin in the middle of Gallery. 

e.​ one print each from 6 to 8 Artists chosen, in the 3 Metal Baskets for a 2-month turn on the Front 
Desk bin by the entry of the Gallery.                                                 

3.​ Card Coordinators rotate cards every two months, alphabetically by first name on the Gallery’s three 
interior doors 

4.​ Artist Created Book Coordinators oversees the artists’ books that are located near the front desk. ​  
Time commitment:  Card and 2D Wrap Coordinators spend up to 4 hours every two months and the Book 
Coordinator spends approximately 1⁄2 hour every two months 
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Bio Book Coordinator​ ​ ​ ​ ​ ​  

Under the direction of the Gallery Manager, the Coordinator maintains a binder which houses the biographies 
of all participating artist members which is located in the front of the Gallery. This binder is a reference for 
interested clients to review an artist’s background etc.​
Job Functions: 

1.​ keeps the binder in alphabetical order with current members only​ ​ ​  
2.​ maintains the current layout for the bios 
3.​ notifies all members that the binder is available for their use 
4.​ makes sure the binder is out in view and noticeable to customers​ ​ ​ ​  

Time commitment: 
​ ​ ​ ​ ​ ​  

Board Parliamentarian 
​ ​ ​ ​ ​ ​  
A Parliamentarian is an expert on parliamentary procedure who advises an organization. The Parliamentarian 
can be the outgoing President or, unless the outgoing President is nominated to another job, or says 'no'; then 
the Nominating Committee can nominate another member of the Guild​
Job Functions: 

1.​ attends all Board Meetings 
2.​ assists President in parliamentary procedure 
3.​ assists President in keeping Board of Director Meetings within proper time frame for efficiency of 

meetings 
4.​ keeps a record of all motions, seconds to motions, outcomes of votes taken by the BOD with action 
5.​ reads any previous Board Meetings' Motions that have not been completed 
6.​ coordinates with Board of Director Secretary in recording of motions 
7.​ keeps same records at the Annual Meeting of Members for future use & reference 
8.​ calls the first meeting of the Nominating Committee & presides at the meeting until a Chair is elected 

Time Commitment: 
​ ​ ​ ​ ​ ​  

Board President 
​ ​ ​ ​ ​ ​  
Subject to the control of the Board of Directors, the President shall have general supervision, direction and 
control of the business and affairs of the corporation.​
Job Functions: 

1.​ preside at all meetings of the members and Directors and shall have such other powers and duties as 
may be prescribed from time to time by the Board of Directors 

2.​ shall set the agenda and preside at all meetings of members and meetings of the Board of Directors 
3.​ oversees the compliance to the SDAG Bylaws, and all State and Federal requirements. 
4.​ updates Bylaws, CA Articles of Incorporation and SDAG Policies as needed 
5.​ subject to the approval of the Board of Directors, appoints chairs of standing committees and the 

nominating committee 
iIs an ex-officio member of all committees, except the nominating committee 

6.​ represents the Guild in all community affairs and activities concerning the Guild, either in person of by a 
designated agent 

Time Commitment:​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​  
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Board Vice President/Membership Director 
​ ​ ​ ​ ​ ​  
Annual SDAG Membership is imperative for OTG success since it is the essential financial income for the 
Guild and Gallery. This is a job that can be done mostly at home, but need to stop by the Gallery about once a 
week to check if there are new members in his/her file and to deposit checks This person automatically 
becomes the First Vice President, which means that he/she takes over the Board meeting when the President 
can't preside. 
Job Functions: 

1.​ collects all membership fees and applications which are mailed to your home or put in the file at the​
Gallery and process new members and renewals submitted online or through the mail. 

2.​ enters the information into current membership list, into Constant Contact, and into SDAG website 
3.​ acts as Constant Contact Liaison 
4.​ gives checks to Treasurer for deposit 
5.​ sends all new members a welcome letter with information on how to get started at the Gallery Advises 

Treasurer, Web Manager, and Paint Rag Editor of new members 
6.​ oversees the membership renewals and agreements. 
7.​ coordinates the Annual Members meeting, including reserving a meeting room, arranging and 

coordinating food, PR, getting a committee together to arrange the meeting and agenda. 
8.​ is a signer on the SDAG bank account and can sign checks in Treasurer’s absence 
9.​ able to use SDAG credit card as needed 

Time Commitment:  varies considerably depending on the time of the year, particularly during membership 
renewal fiscal year and annual meeting.  Can mostly work from home but would need to check Gallery files for 
new or renewal membership applications.   
​ ​ ​ ​ ​ ​  

Board Secretary 
​ ​ ​ ​ ​ ​  
Supports the Board of Directors by transcribing the minutes for each meeting and distributing to the Board 
Members for approval  
Job Functions: 

1.​ attends monthly SDAG BOD Meetings 
2.​ coordinates with Parliamentarian regarding motions of each BOD Meeting via email or in person 
3.​ coordinates with President regarding minutes of each BOD Meeting via email or in person 
4.​ records the proceedings of each Board of Directors Meeting 
5.​ has previous BOD Meetings Minutes corrected by the Board Members via email (corrections and​

final previous Board Minutes are voted on at the next, future Board Meetings 
6.​ keeps & maintains at the principal office and SDAG Shared Google Drive of the Guild: 

a.​ minutes of all meetings with the time & place of holding & how called or authorized 
b.​ the ‘Minutes’ documents show the names of those present at the Board of Directors Meetings  
c.​ has the custody of the Seal of Corporation  

7.​ essential Skills: Must attend all board meetings or have substitute for taking notes, typing,​
computer Google Document knowledge, tactful communication between board members, detail 
oriented, organizational skills, filing and office skills. 

Time Commitment:  Spends about two hours at each meeting and about two to three hours each month 
typing the minutes, as well as editing and making corrections to the minutes. 
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Board Treasurer 
 
Job Function: 

1.​ Income 
a.​ process daily envelopes with credit card sales and reconcile with Clover credit card settlement 

statements. Balance each day to settlement report and enter artist sales onto spreadsheet in 
Google Drive. (Treasurer Assistant may perform this duty) 

b.​ transfer all sales to a summary sheet, and at the end of the month, sort by artist and total each 
artist’s sales 

i.​ if/when staffers make significant or repeat errors, alert Staff Trainer for follow up if it 
appears to be a training/retraining issue. 

c.​ use Google Docs Monthly Income/Expense worksheet to give MLB details of receivables (Credit 
Card/Clover charges, PayPal, bank deposits). 

d.​ run a report for the prior month’s PayPal deposits from Monthly Shows, Floor and Wall 
Rotations, Membership Dues/new and renewals, Mother’s Day Tour, Featured Artist, Soravia 
sales or any other special events. Create Google Sheets in the Paypal folder; sort and total 
deposits and fees by account. Move revenues to the checking account, clearly identifying each 
specific account on the Monthly Income/Expense Worksheet. (Note:  leave at least $300 in a 
PayPal account to cover any issues that might occur.) 

e.​ deposit any checks/cash at the end of each month. Enter income and account (Monthly Show, 
Wall/Floor fees, etc.) on Monthly Income/Expense Worksheet. 

f.​ Chairs & Team Leaders to monitor all Wall, Floor, Monthly Show payments, Membership dues 
and Mothers Day Show & Holiday Bazaar payments and track who has paid  

g.​ interface with the Credit Card processor (Clover) and PayPal regarding any problems, fees, etc., 
that occur in the gallery or online. 

h.​ within the 1st week of the month - Download bank statements and let Mother Lode Bookkeeping 
(MLB) know when the Monthly I/E Worksheet and Envelope Reconciliation are complete 

i.​ by the 10th of the month - send the Monthly Sales Report to Cornerstone Property 
Management. 

j.​ by the 3rd week of the month receive and review financial reports from MLB, then create a 
simple summary report to send with the financials to the BOD before their monthly meeting.  
(Financials include: Balance Sheet, P&L YTD comparison, and Current Month P&L Month & 
Previous Year Comparison 

2.​ Expenses 
a.​ by the first week of the month  - Use Google Docs Monthly Income/Expense worksheet to give 

MLB details of payables. Add all check requests and bills paid. 
b.​ around the 1st of the month - Review monthly bank statements.  *Pay close attention to auto 

payments, especially Amazon and Debit Card spending charges, and enter on monthly 
worksheet. Match to receipts already received. Forward bank statements via Google Docs to 
MLB within the 1st week of month. 
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c.​ during the 1st week of the month -  a check signer picks up checks from MLB (including artist 
and rent checks), signs and mails. Treasurer will retain check stubs in the monthly file folder. 
Check signers may not sign checks made out to themselves. 

3.​ Miscellaneous 
a.​ attend monthly Board of Directors (BOD)  meetings. 

i.​ email financials to BOD a few days prior to the monthly meeting 
ii.​ create and present summary of monthly financials at the meeting 

b.​ interface with MLB to complete the yearly nonprofit tax return (September after end of fiscal 
year). 

c.​ file Corporate Statement of Information in a timely manner: biannually in Feb of odd years, and 
update with changes of officers 

d.​ order checks, deposit slips, envelopes, stamps and other supplies needed for the Treasurer 
function. 

e.​ empty OTG mailbox regularly and process or forward all mail as required.  
f.​ file Registry of Charitable Trust (annually in October) 

4.​ Mother Lode Bookkeeping (MLB) 
a.​ process checks (artist, reimbursement checks, check requests, etc.)  
b.​ post all transactions in detail 
c.​ reconcile monthly bank account (including debit card and any auto payments) 
d.​ prepare monthly reports for the Treasurer (Balance Sheet, P&L YTD comparison, current month 

P&L month & previous year comparison.)  
e.​ make necessary General Ledger adjustments as necessary 
f.​ file Quarterly Sales Tax Report & Payment 
g.​ file Fictitious Name Renewal on a timely basis 
h.​ complete annual tax return. 
i.​ file 1099s each January 

Time commitment -  approx 30 hours/month 
 

Business Card Book Coordinator​ ​ ​ ​  
 
Under the direction of the Gallery Manager, the Coordinator maintains the SDAG/OTG book of all current 
artist’s business cards for client reference.​
Job Functions:​ ​ ​ ​  

1.​ keeps in alphabetical order all current participating members 
2.​ creates a slot for each artist containing 5 business cards 
3.​ moves cards as necessary to maintain this alpha listing​  
4.​ remove strangers' cards or cards of artists that are no longer members 
5.​ notifies members that the book is available for them to use. 
6.​ makes sure the book is out in view and noticeable to customers ​ ​ ​ ​  

Time commitment: 
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Calendar Director and Chair 
​ ​ ​ ​ ​ ​  
They manage the Calendarwiz Staffing calendars online and update hard copies in the Gallery, as needed 
 Job functions: 

1.​ Person #1: 
a.​  attends SDAG Board of Director meetings 
b.​ gets board members to sign up for shifts at the BOD meeting and enter them into online​

Calendar 
c.​ sends notice and reminders at designated times 
d.​ updates Licensee-Artists list from Wall and Floor Chair information 
e.​ manages any switches when called in and reminds staff to change on copy at the Gallery by 

monitoring of emails, phone calls and texts for changes that are made on an ongoing but 
sporadic basis 

f.​ responsible for making sure calendar i at the gallery a few days before calendar starts 
2.​ Person #2:​ ​ ​ ​ ​ ​  

a.​ populates calendar before rotation with special shifts that have been granted 
b.​ sends letter to new staffers about training and staffing obligations 
c.​ assign non switchable staffing while in training 
d.​ must be computer literate​ ​ ​ ​ ​ ​  

Time Commitment:  Time is variable. More time is needed in rotation months than in non-rotation months. 
The total time is not the big commitment, it is monitoring of emails, phone calls and texts for changes that are 
made on an ongoing but sporadic basis. The total time is approximately 6-10 hours per month 
 

Client Database Coordinator 
​ ​ ​ ​ ​ ​  
The Client Database Coordinator maintains the SDAG/OTG client database which is used to send marketing 
information regarding up and coming events. It is important that the database is accurate and current.​
Job Functions: 

1.​ Person #1 
maintains the SDAG client database by adding emails from the Gallery guest book and sales receipts. 
Sends list monthly to PR Director 

2.​ Person #2 
adds addresses and emails from Mother’s Day and Holiday Bazaar. After event sends list to PR 
Director 

Time Commitment: Approximately 5 hours per month each. 
​ ​ ​ ​ ​ ​  

Cultural Tourism Coordinator 
​ ​ ​ ​ ​ ​  
The job of a Cultural Tourism person is basically attending the monthly meeting, usually held on the first 
Thursday of the month, for an hour (plus), at City Hall.​
Job Functions: 

1.​ prepares ahead of the above meeting by gathering any bookmarks or flyers announcing events 
(checking the Paint Rag and with the PR person for additional items to mention)  

2.​ shares at the sharing portion of the meeting, talks about activities or events at the Gallery or with the 
Guild  and passes out handouts 

3.​ passes along in a mini report to the President, or whoever it relates to, anything mentioned at the 
meeting from the other city cultural arts groups that seems of interest or a conflict to the Guild or board  
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Time Commitment: 
1.​ approximately 2 hours a month for the City Hall meeting involved a monthly meeting and preparing 

ahead by going to the Gallery to pick up flyers, etc. and writing the brief report 
2.​ meet with the subcommittee for an hour the first month and probably again a few times and make a 

report back to the main group 
3.​ approximately 20 hours or more at the Dia de las Dias, if you count the event day​​ ​  

 

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. 
 
Demonstration Coordinator 
 
As part of the SDAG/OTG commitment to their artists, the Demonstration Coordinator organized the yearly 
schedule of artists who would like to show others how their art is done.​
Job Functions: 

1.​ arranges for a weekly demonstration of medium, technique, or other aspect of an SDAG artist’s creative 
style to be held in the patio area in front of the Gallery. The length of the demo, and its exact time is 
flexible. 

2.​ works with Public Relations Director ​ ​ ​  
Time Commitment: 
 

Documentation Coordinator 
​ ​ ​ ​ ​ ​  
A well functioning organization requires information regarding procedures, members roles and events. 
Standardizing procedures, forms and functions help maintain an organization that is made up of many 
volunteer staff.​
Job Functions: 

1.​ develops and updates forms and procedures when necessary 
2.​ cross checks to be sure all forms agree with each other. 
3.​ sends updated PDF files to Website Chair to add to website and to E-blast chair to inform members​

of changes 
Time Commitment: 
 

Donor Legacy Coordinator  
 
Job Functions:  
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Oversees Donor Legacy program: 
1.​ emails two general appeal letters to the entire membership (June & December) 
2.​ develops and updates appeal paragraph to run continually in the Paint Rag 
3.​ following up with donors via thank you letter. 

a.​ copying treasurer (to keep on file for future) and the president 
b.​ reports donations to the BOD 
c.​ adds donors name to philanthropy plaque that hangs in the gallery 
d.​ provides an announcement for the Paint Rag thanking the donor 
e.​ monitors the guild’s ongoing support of selected charitable programs (currently with TERi, local 

high school art students and art education programs through the City of Encinitas. 
Time Commitment:  1 - 3 hours per month 
 

E-blasts Coordinator 
​ ​ ​ ​ ​ ​  
E-blasts include: Monthly Show Reminders, Jury-In Instructions, Membership Renewals, Gallery Receptions, 
Board Elections, Show and Tell, and miscellaneous others information.​
Job Functions: 

1.​ monitors the numbers of and dates that e-blasts are sent to membership and client database.  
2.​ may also be asked to compose and send an e-blast upon request for Monthly Show Reminders, Jury-In 

Instructions, Membership Renewals, Gallery Receptions, Board Elections, Show and Tell, and 
miscellaneous others information.   

3.​ troubleshoots Constant Contact as needed​ ​ ​  
Time Commitment:   Approximately 2-6 hours per month. 
​ ​ ​ ​ ​ ​  

Environmental Painters Coordinator 
​ ​ ​ ​ ​  
Job Functions: 

1.​ plans locations for our outdoor painting sessions. 
2.​ sends list to Paint Rag editor each month 
3.​ e-mails yearly schedule to Plein Air sessions to Gallery Manager to put in designated area in the​

Gallery office enabling the artists to plan ahead 
4.​ maintains a computer list of artists interested in participating so: 

a.​ they can be notified each week or two as to where we are going in case they forgot what is 
listed in the Paint Rag 

b.​ any other details the artists need, they can call me to find out more information. 
c.​ tries to be there each week in case someone new comes. Often the painters do not want to be 

the only one showing up 
Time Commitment: 
​ ​ ​ ​ ​ ​  

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, emails and phone calls to reach Wall and Floor artists  
3.​ collects payment from each featured artist prior to the beginning of PR production 
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4.​ solicits 6 good, high resolution photos and a very short 2 paragraph bio to send to PR Director and to 
the Social Media chair 

5.​ sends Waiver to Featured Artist for signatures and returns electronic versions to Gallery Manager prior 
to 2 weeks before to the event 

6.​ requests “Featured Artist” name tags from person in charge of Gallery name tags 
7.​ places “Featured Artist” wall (or floor) tags in the featured artists’ area  
8.​ answers any questions that they may have about appropriate work, bringing extra artwork etc. 
9.​ communicates the rules of the Shopping Center Management via a PDF sent prior to the event. 
10.​solicits musicians for our night time receptions (currently 3 per year) 
11.​uses Paint Rag, e-blasts, emails and phone calls to reach potential musicians or uses our regular 

member musicians. 
12.​sends Waiver to Musicians for signatures and returns electronic versions to GalleryManager prior to 2 

weeks before to the event 
13.​solicits 2-3 good, high resolution photos and a very short 2 paragraph bio to send to PR Director and to 

the Social Media chair 
14.​arrange for payment via a check request to treasurer 2 weeks before the event 
15.​coordinate with Gallery manager or Hospitality Director that power is turned on at the event and the 

musicians cover any electronic wires on the walkway with a rug taped down  
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: 
 

Gallery Administrative Assistant 
​ ​ ​ ​ ​ ​  
Part of a successful organization is managing the policies, procedures, forms and other tools used by the staff 
Job Functions: 

1.​ Under the directions of the Gallery Manager the Gallery Administrative Assistant: 
a.​ manages Gallery form production 
b.​ writes policies that are identified by the Gallery Manager, Gallery Committee and Board of 

Directors 
c.​ assures that those forms, policies and procedure that he/she edits and/or creates are taken, as 

needed, through the proper lines of authority for approval prior to publishing 
d.​ maintains a record and electronic file of all SDAG/OTG forms, policies and procedures ensuring 

that the most current edition is available to the staff in the Gallery manual and on the Gallery 
website 
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2.​ orders or prints needed forms, policies and procedures when needed Time Commitment:​
 Varies according to the needs of the Gallery 

Time Commitment:​ ​ ​ ​ ​ ​  
​ ​ ​ ​ ​ ​  

Gallery Cash Manager 
​ ​ ​ ​ ​ ​  
The Gallery Cash Manager is responsible for keeping on top of the appropriate combination of bills and coins 
in the cash drawer and in petty cash.​
Job Functions:​
Time Commitment: 
​ ​ ​ ​ ​ ​  

Gallery Cleaning Crew 
​ ​ ​ ​ ​ ​  
The Off Track Gallery prides itself in its neat or orderly appearance. Under the direction of the Gallery Manager 
the Cleaning Crew is essential for keeping the Gallery clean and well maintained.​
Job Functions: 

1.​ sweeps, waxes and polishes the Gallery floor as well as the back room 
2.​ dusts the cubicles 
3.​ cleans the desk 
4.​ makes sure wall displays are straight 

Time Commitment:  This job fulfills all three sitting requirements per rotation for wall or floor Licensee-Artists 
​ ​ ​ ​ ​ ​  

Gallery Computer Operator 
 
It is important to have a well functioning computer for all of the guild and Gallery information. The Computer 
Operator maintains and troubleshoots the Gallery computer, as needed.​
Job Functions: 

1.​  oversees the maintenance of the following programs: 
a.​ Word for wall artists who use it for wall tags 
b.​ Excel for accounting; 
c.​ Pandora music system for an otherwise quiet Gallery; and 
d.​ Photos and pdf files stored for archival purposes 

2.​ troubleshoots computer issues when they arise 
3.​ updates programs as needed 
4.​ recomments new programs as needed 

Time Commitment: 
​ ​ ​ ​ ​ ​ ​ ​ ​ ​  

Gallery Graphics Coordinator 
​ ​ ​ ​ ​ ​  
Presenting an organized, neat and consistent look to the Gallery signage is the primary function of the Gallery 
Graphics Assistant​
Job Functions: 

1.​ makes signs for Gallery artists, including: wall and floor artists new artists, featured artists and card art 
2.​ knowledge of Photoshop or similar software required 

Time Commitment: 
​ ​ ​ ​ ​ ​  
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Gallery License to Display Jurying Coordinator 
 
Approximately every two months the Jurying Coordinator organizes a jurying committee meeting to jury in new 
SDAG members who have completed three Monthly Shows and are interested in becoming a Gallery Wall or 
Floor Licensee-Artist. 
Job Functions: 

1.​ provides a location with plenty of space to accommodate art/jewelry/pottery, etc. (usually three large 
tables) 

2.​ updates members with an email of jurying date approximately every two months and send it to the 
person in charge of the e-blast emails 

3.​ replies to emails and phone calls from artists asking questions regarding the jurying process 
4.​ keeps a list of all artists coming to be juried and their media 
5.​ sends a reminder to the interested artist regarding the jurying date, etc 
6.​ sends a copy of the OTG Wall and Floor License to Display Contract for their review prior to jurying 
7.​ requests that the interested artists complete the first page of the contract and return it the day of​

Jurying 
8.​ provides the appropriate jurors who have the knowledge to jury the art that is being juried 
9.​ on jurying day: 

a.​ prints sufficient score sheet forms for the jurors to comment and rate the art. (one per 
juror/artist) 

b.​ prints the final Group Scoresheet form for the jurors (one per jurrying-in artists) 
c.​ prints a OTG Wall and Floor License to Display Contract for the artists to complete, if they​

have forgotten to bring theirs 
10.​maintains a list of artists who have been juried-in 

Time Commitment:​ ​ ​ ​ ​ ​  
 

Gallery Lighting Assistant 
 
Gallery space depends on good lighting to successfully show artists' work. Track lights are directed to 
maximize the display of each Licensee-Artist artist’s space as well as the Monthly Show participants.  
Job Functions: 

1.​ maintains supply of light bulbs 
2.​ replaces old ones as needed 
3.​ rotates lights as needed after Monthly Show and Licensee - Artist's Rotation 

Time Commitment: 
​ ​ ​ ​ ​ ​  

Gallery Managing Director 
 
The Gallery Manager oversees the general functionality of a smooth and efficient operations of the Gallery. 
Job Functions: 

1.​ oversee job workers involved with Gallery administrative, operational and maintenance duties 
2.​ selects and heads the Gallery Committee. 
3.​ attends the SDAG BOD meeting 
4.​ recommends policy changes concerning the Gallery to the Board of Directors 
5.​ in coordination with the appropriate Directors, Chairs, Coordinator or Assistant  troubleshoot any 

problems that cannot be resolved 
6.​ maintains the back office, puts supplies back in their place and organizes the desk drawers when needed. 
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7.​ orders supplies when needed and stocks supplies in the gallery. 
8.​ oversees the maintenance of fire code and extinguishers. 
9.​ maintains supply of light bulbs and replaces old ones as needed. 

Time Commitment: 
​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​  

Gallery Floor Rotation Director 
​ ​ ​ ​ ​ ​  
Every other month the artists are required to move their art to another space so that all artists' work is 
displayed within the Gallery. The Floor Rotation Chair oversees the orderly change of art with each rotation. 
Job Functions: 

1.​ attends Gallery Committee meetings 
2.​ attends SDAG Board of Director meetings 
3.​ Emails artists notification reminder and map for new rotation 
4.​ collects rotation fees from each Licensee-Artist in a timely manner 
5.​ monitors that all License - Artists are current SDAG members 
6.​ supervises Licenses of floor space in the Gallery. 
7.​ assists floor artists and fulfilling requests 
8.​ oversees the waitlist and recruits new Licensee-Artists as needed 
9.​ attends jurying of artists for licensing space 

Time Commitment:  This position requires a presence in the Gallery every other month for approximately four 
hours and approximately two hours every other month for jurying 
​ ​ ​ ​ ​ ​  

Gallery Floor Rotation Assistant 
​ ​ ​ ​ ​ ​  
With 30 floor artists, rotation times can be very busy and many artists will need assistance with setting up their 
new space. The Rotation Assistants help to maintain the flow of each shift.​
Job Functions: 

1.​ helps other artists remove and install their work 
2.​ monitors Floor Licensee-Artist’s compliance issues 
3.​ corrects compliance issues that may occur 
4.​ may be expected to supervise the change out in the absence of a Wall Co-Chair or Floor Chair 
5.​ shows the map of the new locations to artists 
6.​ make sure that all participants (members and non-members) have signed the Participant Release​

Form 
7.​ clean the glass shelves as needed 
8.​ on rotation day reminds the jewelry artists to check jewelry cabinets to see if any of their displays​

have been placed there after a sale from the last rotation 
Time Commitment:  This position requires a presence in the Gallery to assist the Floor Chair every other 
month for approximately four hours. 
 
 
Gallery Wall Rotation Director 
 
The Wall Chair assures that all wall spaces are Licensee-Artists and that the new Licensee-Artists are oriented 
to the policies and procedures of being a Wall Licensee-Artist.   Every other month the Chair assists and 
monitors the changing of the art rotation as per guidelines.   
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Job Functions: 
1.​ maintains a list of jury approved wall renting artists  and their emails and replaces those artists leaving 

with an artist from the waitlist 
2.​ sends a reminder to the wall licensed artists prior to rotation with dates and payment due and with 

instructions for methods of payment.  
3.​ supervises the license of wall space in the Gallery  
4.​ assists wall artists with rotation and hanging as needed 
5.​ collects payments  
6.​ fulfills requests 
7.​ provides Licensee-Artist training prior to hanging and sends reminders  and updates about procedures 

and rules. 
8.​ Is a member of the Gallery Committee and attends the monthly meetings 
9.​ sits on the Jurying Committee 
10.​ provides  a gallery map,  a list of wall rent artists’ wall positions and a list of wall rent artists’ emails and 

an interactive  rotation schedule, one  that can be written on,   to each wall Licensee-Artist at each 
rotation 

11.​deposits checks, labeled as wall rent,  into the office safe, and  verifies that each wall renter has paid 
the rent, checking with PayPal ‘s records.  

12.​attends SDAG BOD meetings and Gallery Committee meetings 
Time Commitment:  This position requires a presence in the Gallery every other month for approximately 12 
hours. Orientation of staff is approximately 1 hour per new Licensee-Artist.  Communications and collections of 
license payments require approximately 2 hours prior to rotation.  Approximately 4-5 hours in required 
meetings 
 
Gallery Wall Rotation Assistant    
 
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 Co-Chair and Wall Licensee-Artists during the rotation of artwork 
2.​ may include helping other artists remove and install their work 
3.​ monitoring Wall Licensee-Artist’s compliance issues 
4.​ correcting compliance issues that occur  
5.​ brings out the ladders and stepladders 
6.​ setups a table with hardware, spacers and levels and hanging labels for the change out 
7.​ put it all back in place for the next Gallery opening 
8.​ Experienced assistants may be expected to supervise the change out in the absence of a Wall Rotation 

Director 
1.​ shows the map of the new locations to artists  
2.​ collects checks 
3.​ makes sure that all participants (members and non-members) have signed  the membership 

form and the wall licensee contract.  .   
Time Commitment:  This position requires a presence in the Gallery every other month for approximately four 
hours. 
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Gallery Reception Photographer 
​ ​ ​ ​ ​ ​  
The SDAG and Off Track Gallery pride themselves in their artist members and presenter. The Reception 
Photographer records events photographically that can be used for newspaper marketing, newsletter, Paint 
Rags and the Holiday Bazaar or given to the Historian for keeping.​
Job Functions: 

1.​ takes photos at the artists’ receptions every other month 
2.​ takes photographs at the Holiday Bazaar in November. 

Time Commitment: 
​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​  

Grants Coordinator 
​ ​ ​ ​ ​ ​  
Grants support the SDAG and OTG with their mission and success. The Grants Coordinator works with the 
BOD to identify appropriate grant possibilities and completes the necessary function to the grant process. Job 
Job Functions: 

1.​ writes proposals and submits timely and accurate reports for all existing grant funded projects 
2.​ conducts the activities required to prepare, submit, and manage grant proposals 
3.​ works with treasurer to gather information necessary to report on current grant programs for​

Payment. 
4.​ maintains grant budget 
5.​ complies with all grant reporting requirements. 
6.​ maintains current records in database and in paper files, including grant tracking and reporting meets 

deadlines 
7.​ manages purchases, advertising and website notifications 
8.​ reports directly to SDAG President 

Time Commitment: 
​ ​ ​ ​ ​ ​  

Historian​ ​ ​ ​ ​  
 
Job Functions: 

1.​ keeps all printed and electronic files pertaining to the history of the SDAG. 
2.​ assembles all printed materials in binder 
3.​ photographs  all printed materials 
4.​ arranges documents in chronological order and create pdf 

Time Commitment: ​ ​ ​ ​ ​  
 
Hospitality Director 
​ ​ ​ ​  
Job Functions:​ ​ ​  

1.​ attends monthly SDAG BOD meetings 
2.​ coordinates dates with BOD, Team Leaders and Volunteers 
3.​ works with Monthly Show Chair to confirm reception volunteers from the MS jobs list. 
4.​ contact those volunteers to assign shifts or specific duties a week prior to each reception. 
5.​ acts as MC to coordinate announcements, awards presentations, etc. 
6.​ interacts with other board members to coordinate entertainment, presentations, etc. 
7.​ touches base with gallery on-duty staff 
8.​ helps Team Leaders oversee volunteers and their assigned duties 
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9.​ while at the Receptions, checks that Featured Artists are not blocking walkways or using the back fence 
per list of rules emailed prior to the event.  

Time Commitment:  8 - 10 hours per Reception 
​ ​ ​ ​  

Insurance Coordinator 
 
Job Functions: 

1.​ procures all certificates of insurance for guild events, grants, artist home events and reviews for​
correctness 

2.​ coordinates with the insurance underwriters 
3.​ responds to liability questions and provides information 
4.​ notifies Treasurer of any anomaly in insurance policy and forwards information for their use to​

maintain policy 
5.​ liaison with insurance company and one if two points of contact for documentation via phone and​

email 
6.​ maintains the business online portal for insurance company 
7.​ liaison between outside parties, when needed 

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 Directors, 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 
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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:​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​  
 

Mentorship Program Coordinator 
 
An important aspect of integrating new members into the organization and becoming an active member. The 
purpose is to  assist them in understanding the function and procedures of SDAG and Off Track Gallery 
through a buddy system. 
 
The coordinator recruits current members to be mentors. Provides a short training, which includes the role of 
the mentor and ways for the mentee to get involved and find value as a member. They then are matched  with 
a new member. The mentor meets at least 1x in person and offers to meet the new member at the first event 
they attend. The mentor stays with the mentee for the first year. 
Job functions: 

1.​ recruits current members to be mentors  
2.​ provides a short training for the new mentors  
3.​ matches mentors with each  new member 

Time Commitment: 1-3 hours per mentor 
 

Monthly Show Director 
 
As part of SDAG Membership benefits, all members may participate in the Gallery’s Monthly Show event. 
Monthly Shows provide an arena for showing work and also valuable feedback from the Monthly Show Judges.​
Job Functions: 

1.​ arranges and directs all Monthly Art Shows, which includes answering questions posed​
by show participants and facilitating entries for technology-challenged members. 

2.​ monitors quality and implements all policies of the Board of Directors in regards to Monthly Art Shows 
3.​ attends the monthly Gallery Committee meetings 
4.​ attends the monthly SDAG BOD meetings. 
5.​ discharges such duties as pertain to the office or as prescribed by the Board of Directors from time to 

time. 
6.​ oversees the Monthly Show Committee 
7.​ fills in for members of any of the Monthly Show Committees due to absences. 

Time Commitment:  Prep work 1 hr., 1 hr Gallery Committee Meeting, 2 hr BOD meeting, 1 PM - 8 PM on 
Take-In day = 10.5 hrs per month 
​ ​ ​ ​ ​ ​  
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Monthly Show Chair 
 
Job Functions: 

1.​ enables/disables the JotForm online entry system to open/close the show, updates the participant 
receipt emails to reflect current dates of show. Coordinates with the Web Director when OPEN show 
prospectus are needed. Modifies the show prospectus as needed. Sends show dates and pertinent 
show info to the Constant Contact volunteer  

2.​ monitors Jotform through the month, answers member question emails, facilitates entries and 
alternative Take-In plans. 

3.​ one week in advance, sends an email to all Monthly Show Committees reminding them of upcoming 
Take-In. 

4.​ looks over the Jotform list and generates a list of people who need jobs. The list will be given to Station 
#3 on Take-In day. 

5.​ fills in for absent Take-In Committee members. 
6.​ may attend Monthly Gallery meetings and/or may attend the BOD meetings. 

Time Commitment:   Prep work 2 hrs, plus Take-In day 1:30 PM - 8:00 PM = 8.5 hrs. per month 
​ ​ ​ ​ ​  

Monthly Show On-Line Applications Coordinator 
 
Job Functions: 

1.​ checks that all registrants are SDAG members 
2.​ proofs registration for correct fees paid, spelling, misc. errors etc. 

Time Commitment:​
1 hour: Job should be done after Jotform entries are closed for the month, and before wall tags have been 
made. 
​ ​ ​ ​ ​ ​  

Monthly Show Wall Tags Job 
 
Job Functions: 

1.​ transfers all entry data from Jotform to Excel/Google Sheets. 
2.​ generates Take-In List and makes 5 paper copies. Gives copies to: front desk, Take-I Station #1: 

Take-In Station #2: Monthly Show Chair and Judging Committee on Take-In day. Must be delivered to 
the Gallery by 1 PM. An electronic Master List (with participant email addresses) is sent to the Judging 
Committee before Take-In. In the case of an OPEN show, a NON-Member list with mailing addresses 
and emails is sent electronically to the Judging Committee before Take-In. 

3.​ generates a paper wall tag for each piece using Avery wizard. These tags will be taped to the back of 
each piece by Take-In Station #2. Paper tags are cut out using a paper cutter. 

4.​ generates a Wall Tag for each piece. 
5.​ generates a ribbon sticker for each piece (need only artist name, title, medium). 
6.​ generates Judging sheet which lists artists name/Title/Medium organized by Medium. Two copies are 

left for the judges. 
7.​ places all Judging paperwork on a clipboard and sets out: BOS ribbon and 1-3 (HM) place ribbons for 

each medium. 
8.​ maintains stock of ribbons, Avery wall tags and Avery ribbon stickers. Alerts Gallery manager when 

stock is low. 
Time Commitment:  4+ hours per month, must be done after entries close and before 1 PM on Take-In day. 
​ ​ ​ ​ ​ ​  
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Monthly Show Pre Take-In Team 
​ ​ ​ ​ ​ ​  
Job Functions: 

1.​ starting at 1 PM on Take-In Tuesday. Moves all artwork from the walls and places on plastic runners on 
the floor in back Gallery bays. 

2.​ sets up tables for Take-In Stations 1-3. 
3.​ sets up plastic floor runners for the Take-In Committee. 

Time Commitment: 1 hour per month 
​ ​ ​ ​ ​ ​  

Monthly Show Take-In Committee: 4 People 
​ ​ ​ ​ ​ ​  
The Take-In Committee coordinates the Take-In Process 3:00 PM - 5:30 PM Job Functions: 

1.​ Station #1 worker: Greets the artists, checks membership status, collects any money due from entry 
mistakes, confirms all artwork information, gives out paper tags for back of artwork. 

2.​ Station #2 workers (2): Measures artwork, assures that Gallery standards are met, tapes paper tags to 
the back, “Runner” will place artwork on plastic runners along the walls of the Gallery according to 
medium. 

3.​ Station #3: responsible for making sure that each participant has a job or has paid the $15 jobs fee. 
Separates the Avery Wall tags and sticks velcro tabs on the back. 

4.​ All: Clean up. 
Time Commitment:t  2.5 hrs per month 
 

Monthly Show Hanging Crew (4 people plus MS Director and MS Chair) 
 
Job Functions: 

1.​ hangs Monthly Show artwork by Medium (as possible). 
2.​ places Wall tags next to each piece. 
3.​ places a number on each tag and records the number on both of the judging sheets to facilitate the 

Judging process. 
4.​ clean up 
5.​ makes reminder phone calls to artists who have not picked up their work from the previous show. Art is 

stored in the back room wooden racks. 
Time Commitment: 3 hours per month 
 

Monthly Show Judge Selector 
 
The Monthly Show is Judged each month by an outside Judge. This benefits the members by having their work 
evaluated by an outside artist. 
Job Functions: 

1.​ spends time perusing websites of possible future judges 
2.​ talks to other artists around the county to get recommendations of possible future judges. 
3.​ keeps lists of possible future judges. 
4.​ makes phone calls and sends emails to give/get more information. Maks appointments and sends 

reminders for the monthly judging. 
Time Commitment:  4 hours per month 
​ ​ ​ ​ ​ ​  
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Monthly Show Judge Coordinator 
 
The day after the Monthly Show is hung, an assigned Judge reviews all artwork in the show and assigns prizes 
to the best. The Monthly Show Judging Coordinator is responsible for each monthly show judge and assists 
him/her with the judging process. 
Job Functions: 

1.​ meets with the judge at the Gallery for the judging. 
2.​ explains our Monthly Show Judging system to the judge. 
3.​ walks the Judge through the show, pointing out the location of the pieces of art in each category. (The 

MS hanging crew has placed numbers on each wall tag to aid this process) 
4.​ photographs the Winners’ artwork and emails the photos to MS Public Relations volunteer for further 

processing and distribution. 
5.​ sends an email list of the Award winners to the MS Public Relations volunteer.. 
6.​ completes and files check request forms for the BOS and Judge’s Stipend. 
7.​ checks over the Gallery judging sheet for winners of each media category. 
8.​ affixes the labels on the winner’s ribbons. 
9.​ hangs the ribbons next to each award-winning artwork. 

Time Commitment:  4-5 hours per month 
 

Monthly Show Public Relations 
​ ​ ​ ​ ​ ​  
Job Functions: 

1.​ receives photos of BOS and first place winners along with the award winners’ list from the Monthly 
Show Judging Coordinator. 

2.​ uses photoshop to correct and enhance photographs of the BOS and first place winners. 
3.​ sends an email to the required members: 

a.​ Monthly Show Director 
b.​ Gallery Manager 
c.​ PR Director 
d.​ Web Director 
e.​ Newsletter Director 

4.​ the email should contain the following: 
a.​ one formatted file of each winner’s photo with the longest side of 5” at 150 dpi/ppi 
b.​ naming convention of “Category-Last Name-First initial-Title.jpg (“BOS-Last Name-First 

Init-Title-Medium.jpg) 
c.​ a list of the winners by category using the “Title” by Artist Name-format 

i.​ this list is best organized by the order from the winners list used by the judge. 
ii.​ categories may vary from month to month. 
iii.​ If you use the “other” category label, be sure to list the media included “Other” can be 

used multiple times by adding a successive number (Eg. Other 2, Photography, Digital 
Art, Pastel, and Textile) 

Time Commitment:  2-4 hours  
​ ​  

Newsletter Director 
​ ​ ​ ​ ​ ​  
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Communications to our SDAG members regarding events and special occasions keeps everyone involved in 
the Gallery and the Guild​
Job Functions: 

1.​ attends monthly SDAG BOD meetings 
2.​ creates the Paint Rag using Constant Contact each month 
3.​ accepts articles from the following people to be added to an edition: 

a.​ the President 
b.​ monthly show team 
c.​ Plein Air Coordinator 
d.​ others that want something in the newsletter who send articles and photos that need to be​

put in the monthly newsletter 
4.​ uses the same format as much as possible each month 
5.​ adds a short biography and photos  for each Monthly Show judge 
6.​ collects information about what is going on for the members and with the members 
7.​ puts the images of the Monthly Show 1st prize in each category in the newsletter 
8.​ finishes the newsletter and send it out usually by the first of the month 
9.​ has sufficient computer skills to work with constant contact 

Time Commitment:  Approximately total 5-6 hours a month 
​ ​ ​ ​ ​ ​  

Off-site Event Coordinator 
 
Off-site events are important to help the community know and understand the SDAG and the Off Track Gallery.​
 Job Functions: 

1.​ finds venues 
2.​ gets board approval 
3.​ arranges e-blasts for artists to participate 
4.​ assembles team for take-in and take-down 
5.​ handle scheduling 
6.​ collect fees 
7.​ organize reception (if applicable) 
8.​ coordinate with Public Relations Chair for publicity 

Time Commitment:​ ​ ​ ​ ​ ​ ​ ​  
 

Public Relations Director 
 
The Public Relations Director is responsible for all aspects of publicity for receptions, special events, and the 
Guild and Gallery in general. 
Job Functions: 

1.​ selects and supervises all members of the publicity team 
2.​ attends SDAG monthly BOD meetings 
3.​ explores new ways that the Guild and Gallery can be promoted 
4.​ writes and sends PR release to established list of newspapers for every Guild and Gallery event 
5.​ writes and sends Public Service Announcements (PSA) to radio and TV stations 
6.​ sends e-blasts to customer and client database for every Guild and Gallery event (check on timing with 

e-blast monitor) 
7.​ has extensive past experience in or able to supervise other volunteers on the team who know computer 

programs such as InDesign, PhotoShop, and Word 
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8.​ able to stay on a strict schedule in order to “get the word out on time” for each event 
9.​ uploads lists of client emails to Constant Contact when received from Client Database Coordinators 
10.​ reorder business cards, rack cards, daily sales envelope, receipt pads for the gallery as needed (Not 

publicity, but has been done by person in this position) 
Time Commitment:  About 10 hours a week 
 

Public Relations Chair 
 
Job Functions: 

1.​ creates web banner for home page and jpeg of poster for the events calendar and send to the web 
team  

2.​ provides information about the receptions including photos of Featured Artists and Musicians for the 
City of Encinitas Art Night website 2 months before the event   

3.​ collaborates with Featured Artist and Music Coordinator to insure photos and descriptions arrive in time 
for Reception PR deadlines. 

4.​ finds and supervises photographers for receptions (or they can do it) and sends those photos to 
Historian and Social Media Director and photos and videos to the Social Media Director. 

5.​ produces posters, bookmarks, flyers, evites, signs and other graphics as needed for events and promotions in 

print and digital formats.  

6.​ provides content and photos for reception ads to Coast News Ad Creator and approves final ad before 
print. Also provides photos for generic ads. 

Time Commitment: 
 

Public Relations Assistant - Coast News Ad Creator 
​ ​ ​ ​ ​ ​  
The Public Relation Assistant supports the role of the Public Relations Chair by generating ads for distribution 
for Coast News.​
Job Functions: 

1.​ produces bi-weekly ads for Coast News. Some ads will advertise a specific event; others will be general 
ads. 

2.​ requires knowledge and experience with appropriate computer software 
Time Commitment: 
​ ​ ​ ​  

Public Relations Website Postings 
​ ​ ​ ​ ​ ​  
The Public Relations Web Team assists the Public Relations Chair with posting marketing information regularly 
to multiple web sites. 
Job Function: 

1.​ post all SDAG and gallery events on every free website available 
Time Commitment: 
​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​  

Reception Team Leader(s) 
 
Job Junctions: 
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1.​ chooses food and beverage for each reception.  Specific foods and beverages are at the discretion of 
the Team Leaders and may vary depending on the event.  

2.​ maintains supplies inventory.  Shops for, prepares, delivers and oversees buffet set up, refilling and 
cleaning up with volunteers. 

3.​ supplies include paper goods, serving utensils, dishes, bowl and platters, all food, beverages, etc. 
Time Commitment:   10 - 12 hours per reception month 
 

Sales Tracker/Auditor 
​ ​ ​ ​ ​ ​  
The Sales Tracker/Auditor reconciles sales receipts with sales log to ensure log has complete information.  
Job Functions: 

1.​ checks sales log against sales receipts 
2.​ uses receipt information to complete the log 
3.​ copies corrected pages of sales log and leaves in Treasurer’s folder 
4.​ archives old sales log sheets and leave the last two months of sales log at the front desk 
5.​ ensures the sales log has enough blank sheets 
6.​ puts used receipt books in the folder for client database input 
7.​ puts a new receipt book (in numerical order) at the front desk 
8.​ lets PR know when it’s time to reorder sales receipt booklets (when there are only 4 booklets left 
9.​ contacts artists who make repeated or egregious errors in sales receipts or sales log 

Time Commitment: 
​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​  

Show and Tell Coordinator 
​ ​ ​ ​ ​ ​  
Job Functions: 

1.​ picks a date for the event (currently they are monthly except for January and May) 
2.​ finds a host home 
3.​ informs them what they need to provide (usually just ask for a space and bring cookies, tea, cups​

and napkins) 
4.​ finds a presenter 
5.​ questions members on what they would like to see presented 
6.​ schedules email blasts for the event 
7.​ informs Cheryl Ehlers of the date and location so that she may get insurance 
8.​ contacts website calendar person that the event needs to be added on the guild web calendar 
9.​ asks the paint rag chair to add the event to the paint rag 
10.​attends the event 

Time Commitment: 
 

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

1.​ produces content by capturing SDAG events and/or collects content from others who attend events or 
share their work. 

2.​ posts reels, photos, stories on the SDAG/Off Track Gallery’s Instagram account, and edits content as 
necessary 
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a.​ Content type, monthly and annual events, behind the scenes, member’s work/process, monthly 
show first place winners 

3.​ researches hashtags for various media, trends and finding local "followers". 
4.​ reports instagram performance metrics to the BOD 
5.​ follow SDAG/Off Track Gallery social media guidelines 

Time Commitment:  5-15 hours a month (can vary a lot depending on skill, amount of content, quality of 
content, commitment to posting) 
 

Soravia Coordinator 
​ ​ ​ ​ ​ ​  
SDAG and Off Track Gallery acquired the Soravia Art Collection as a donation years ago. The Soravia 
Coordinator is responsible for the sale of the collection.​
Job Functions: 

1.​ maintains an inventory of the Soravia artwork 
2.​ responds to any emails / phone calls from people interested in his work 
3.​ if there is a room for Soravia during Mother's Day Tour gets organized for that event and then staffs​

booth during the event 
4.​ displays Soravia work at the Gallery - that includes rotating existing framed pieces. Soravia space​

is above the back Gallery door. 
5.​ responsible for framing such work as needed to prepare for sale 
6.​ shows Soravia work in the 2D Wrap holders, and 

a.​ keeps a record what is in those 
b.​ records of any sales 

7.​ makes greeting cards, so again keeping a record of sales 
8.​ removing original cardboard backing from all the Soravia artwork, since acid in those start to affect​

back of the pieces 
a.​ finds a better solution for storing 
b.​ replaces any damaged wrapping 

Time Commitment:  prior to the Mother’s Day Tour approximately 2 hours every evening, after Mother’s Day 
Tour approximately 3 to 5 hours a month without maintenance and re-wrapping items it will be less, probably 
down to max 3 hr a month 
​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​  

Staff Trainer 
​ ​ ​ ​ ​ ​  
The Staff Trainer is responsible for educating new Licensee-Artists on becoming a Front Desk Staffer.​
Job Functions: 

1.​ emails the new staffer to determines the dates and times of training 
2.​  emails them the training materials so they can review prior to sitting with trainer 
3.​ arrives an hour early for a morning shift along with the new staffer 

a.​ goes over all procedures for opening and closing of the Gallery 
b.​ goes over how to write up sales 
c.​ talks about how to help the customer and be friendly but not too intrusive 
d.​ lets them ring up sales if we have any during their shift 

Time Commitment: 
​ ​ ​ ​ ​ ​  
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Staff Training Assistant 
​ ​ ​ ​ ​ ​  
Job Functions: 

1.​ reviews all OTG staffing procedures and policies via our staffer training guide​  
2.​ shows new staffer how to write up sales and if there are no actual sales 
3.​ pretends to purchase items to give the new staffer practice on all the steps to correctly write a sale. 

Time Commitment:  Training usually occurs during the staff trainers monthly staffing shift. Usually beginning 
at 9:30 and going until 12:30 or 1 depending on how quickly the new staffer picks up the information and how 
busy it is in the Gallery. There are times when the new staffer cannot attend on the already scheduled time and 
date and then the Trainer must come in on a different day and/or coordinate with another member of the 
Gallery to do the training 
​ ​ ​ ​ ​ ​  

Sunshine Coordinator​ ​ ​ ​ ​ ​  
 
Job Functions: 

1.​ when informed about ill members and their families, sends appropriate card to their homes. 
2.​ maintains a file of cards on hand from membership artists 

Time Commitment: 
​ ​ ​ ​ ​ ​  

Treasurers Assistant: 
​ ​ ​ ​ ​ ​  
Job Function:  

1.​ collects gallery sales envelopes 3-4 times per month. 
2.​ at the beginning of the month, copy and paste the Envelope Reconciliation spreadsheet into a new 

Google Drive sheet workbook, leaving the first page blank for Treasurer Summary.  
3.​ If there is a reception scheduled that month with 10% off, copy and past the 10% off spreadsheet into 

the workbook for that date. 
4.​ enters all sales on Google Drive spreadsheets, 1 page per day. Include the date, artist, item sold, and 

sale price. The spreadsheets have formulas to calculate the tax, total, and amount to be paid to the 
artist. Note if payment was made in cash, and how much cash was given (often it will be rounded up as 
we do not make change) 

5.​ compare totals on spreadsheet to Daily Settlement Reports, which should be in each daily envelope. If 
you are missing a Settlement Report, ask the Treasurer to find it online. 

6.​ if daily sales total does not match the Settlement Report within a few cents, investigate why. (Are all 
spreadsheet entries correct? Did gallery staff enter correct amounts into Clover sales machine? Did you 
deduct cash sales from the total prior to reconciling credit card sales? 

7.​ lets the Treasurer know if staff have made errors or if you are unable to reconcile daily sales totals with 
the Settlement Reports.  

8.​ If you find any cash or checks in the sales envelopes- put them in the office safe. 
9.​ fnish end of month entries as close to the 1st of the month as possible. 

Time Commitment: approx 4 hours per month 
​ ​ ​ ​ ​ ​  

TITLI (Try it you’ll like it) 
 
Job Functions: 

1.​ finds venue: 
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a.​ sets date 
b.​ find steachers 
c.​ sends out eblast to get students 
d.​ maintains database of paid students 
e.​ gets volunteers to staff the greeting table 
f.​ purchases and present food 
g.​ sets up and tear down​ ​ ​ ​ ​  

2.​ sends 
3.​ reconciles money received and spent 
4.​ reports to the Board at the next meeting survey after the event.  

Time Commitment: 
​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​  

Web Director 
 
Job Function:   
Manages and maintains the SDAG website to ensure performance, accuracy and functionality.  Manages a 
team of coordinators to keep content up to date.  Interfaces with web hosts for site maintenance issues.   

1.​ Duties: 
a.​ As Needed: 

i.​ updates Front Page with new announcements, as requested 
ii.​ updates website pages, as requested 
iii.​ updates weblink documents when provided with updated versions 
iv.​ maintains/adjusts Member Payment links, as needed 
v.​ builds and maintain forms in Jotform for Monthly Show, various payment forms, 

Membership Renewal and Mother’s Day ticket sales 
vi.​ updates job listings, as requested  
vii.​ supports Open Monthly Shows by posting Prospectus and appropriate links for entry 

forms. (4x per year) 
viii.​ troubleshoots website performance issues in Wordpress, working with Sessionwise, our 

web host 
ix.​ builds / adjusts webpages, as requested 

b.​ Weekly: 
i.​ Monitor sandieguitoartguild@gmail.com emails and forward to appropriate party. 

c.​ Monthly: 
i.​ attends Board Meeting 
ii.​ provides Web Team oversight by confirming that 

1.​ the monthly newsletter, Paint Rag, has been updated. 
2.​ current Monthly Show Winners have been updated. 
3.​ artists Page is up to date with new members. 
4.​ Portfolio Pages are working properly. 
5.​ Events calendar is up to date. 
6.​ Membership Directory is being maintained by Membership Chair. 

d.​ Bi-Monthly: 
i.​ updates Gallery exhibitor flags  
ii.​ deletes old media files/ maintain media library 

e.​ Annually:  
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i.​ at the beginning of each calendar year: 
1.​ Changes Member Username/Password; Coordinates with Constant Contact to 

communicate to Membership 
2.​ Upload Annual Calendar Document 
3.​ Load all Event Dates into Events calendar (Coordinator) 
4.​ Upload Monthly Show Schedule 
5.​ Upload Wall/Floor Rotation Schedule 

ii.​ February/March until May: 
1.​ Reviews and updates Mother’s Day page by adding marketing PDF. 
2.​ Prepares Jotform for ticket sales with theme artwork. 
3.​ Changes Homepage to provide direct link to MD page and ticket purchase link. 
4.​ Monitor ticket sales activity and troubleshoots issues. 

iii.​ Summer 
1.​ prepares for the Membership Renewal process, working with Membership Chair. 

f.​ At the beginning of each fiscal year (September)  
i.​ updates Membership “Artists” page to match current membership (Coordinator). 
ii.​ deactivates Portfolio of any non-renewing members (Coordinator). 
iii.​ updates Board Members page on website. 
iv.​ updates Board emails in Hover.  

2.​ Interaction:   
a.​ collaborates with fellow Board Members/Chairs on website content and updates. 
b.​ main contact with Session Wise, web host. 
c.​ manages three web Coordinators. 

3.​ Skills Needed:  Computer proficiency, Wordpress knowledge, understanding of how to manage digital 
image files, troubleshooting skills, ability to easily learn simple software programs – SignUpGenius, 
JotForm, CalendarWiz, Paypal.  

Time Commitment:  8 hours/month average, but heavier during specific time periods. 
 

Web Assistant -  Events Calendar 
 
Job Functions:   
Manages the SDAG online Events Calendar in Wordpress.   

1.​ Duties: 
a.​ updates the Guild Calendar of Events at the start of each calendar year. 
b.​ updates Event Calendar pages as needed throughout the year. 

2.​ Interaction:   
a.​ collaborates with the Marketing team to update events pages, as needed.   
b.​ collaborates with Web Team Lead to set up Key Event links on home page, as needed. 

3.​ Skills Needed:  Computer proficiency, basic Wordpress knowledge 
Time Commitment:  <1 hour a month, 2-3 hours at beginning of year 
 

Web Assistant -  Monthly Show & Portfolio 
 
Job Functions:  Creates Wordpress post of the Monthly Show results along with photographs for Best of 
Show and category winners.  Creates new Portfolio pages as needed and maintains the body of Portfolio 
pages to ensure they are functioning properly and are up to date.     
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1.​ Duties: 
a.​ posts Monthly Show Winners – Receives photos and list of winners from Monthly Show team 

and updates the Monthly Show winners page in Wordpress.  Updates Home page link for Best 
of Show winner. 

b.​ creates Portfolio pages for artists that want to have their own artwork page on the SDAG 
website. 

c.​ refreshes member Portfolio pages, as requested. 
d.​ ensures all aspects of Portfolio pages are working properly and are up to date. 
e.​ performs annual audit to deactivate Portfolio pages for any non-renewing members. 

2.​ Interaction: 
a.​ collaborates with the Monthly Show Team to update Monthly Show winners.   
b.​ collaborates with Artists requesting new or updating existing Portfolio page. 

3.​ Skills Needed:  Computer proficiency, basic Wordpress knowledge, ability to work with digital image 
files 

Time Commitment:  2-3 hours a month.  (Time sensitive: Monthly Show winners need to be posted during the 
last week of each month.)  2-3 hours at the beginning of each year.  
 

Web Assistant  - Artist Profile   
 
Manages and maintains the “Artists” page on the SDAG website (via Wordpress) to ensure it is up to date and 
reflects our current membership.   
Job Functions: 

1.​ maintains the “Artists” page on the SDAG website. 
2.​ works with new Members to obtain an artwork thumbnail and key info links (email & website address). 
3.​ adds new members to the Artists page on the SDAG website. 
4.​ performs an annual audit after new membership year begins to ensure non-renewing members have 

been removed from the Artists page. 
5.​ Interaction::   

a.​ collaborates with Membership Chair on new and renewing members. 
b.​ collaborates with New Members.   
c.​ collaborates with Wall and Floor chairs to maintain accurate status of “Gallery Artists”. 

6.​ Skills Needed:  Computer proficiency, basic Wordpress knowledge, understanding of how to manage 
digital image files 

Time Commitment:  1-2 hours a month, 2-3 hours at beginning of year 
 

​ ​ ​ ​  
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