AUDAIN ART MUSEUM

WHISTLER, BRITISH COLUMBIA

FINANCE and OPERATIONS MANAGER

Join our dedicated staff team and become an important part of the new 56,000 square foot Audain Art Museum, which opened March 2016 in Whistler, British Columbia. The Audain Art Museum provides a home to a permanent collection, which includes works by Emily Carr, E. J. Hughes, historical and contemporary First Nations works and a wide range of modern and contemporary British Columbia artists. Changing temporary exhibitions and community engagement programs will ensure that the Museum is a ‘must see’ for all.

Reporting to the Executive Director, the Finance and Operations Manager will be integral to the Audain Art Museum’s activities by assisting in the management of operations and financial needs of the facility and is responsible for the administrative functions of the Audain Art Museum and its various departments.  
Responsibilities:

· Hire and oversee visitor services personnel.
· Develop and implement office procedures.
· Oversee financial reconciliation of expenses and revenue for the Audain Art Museum including banking, payroll, building expenses, programs and exhibitions.
· Maintain administrative and financial records for the Audain Art Museum.
· Provide administrative support to staff and Board of Directors as required.
· Oversee day-to-day operations including opening and closing and front of house duties.
· Maintain the Policy and Procedures Manual.
Qualifications:

· Post-secondary education.
· Minimum of 5 years experience in an office setting and considerable supervisory experience.
· Excellent knowledge of and experience in bookkeeping/accounting procedures.
· Excellent knowledge of Word, Excel and accounting software such as Sage. Knowledge of other software systems is an asset.
· Knowledge of retail and POS systems.
· Ability to develop and implement new methods, policies and procedures.
· Ability to independently prepare correspondence, reports and related documentation.
· Ability to establish and maintain effective working relationships and be a team player.
· Excellent administrative, organizational, time-management and multi-tasking skills.
· Excellent mathematical and verbal and written communication skills.
· Must have a valid BC driver’s licence and the ability to pass credit and criminal record checks.

Please submit your résumé by 5pm on Friday, May 20, 2016 to:
Suzanne E. Greening

Executive Director

Audain Art Museum

PO Box 5
Whistler, BC  V0N 1B0

sgreening@audainartmuseum.com 
We thank all applicants for their interest, however, only those selected for an interview will be contacted.
