
Shelburne Craft School 
Executive Director 
 
— 
 
About Shelburne Craft School 
 
Since 1945, Shelburne Craft School has been offering hands-on education in artisanal crafts for 
students of all ages—helping individuals experience the joys of making, while cultivating 
confidence, character, and community. Our historic campus is located in the heart of the small 
town of Shelburne, Vermont, and comprises a handful of buildings containing well-loved studios 
for working with clay, wood, glass, metal, and paint. Our educational programs are thriving, and 
we are looking to expand to additional crafts through creative local partnerships. We will soon 
be launching a new website—a network for local crafters, where people can share (and sell) 
their creations. We are searching for a new Executive Director to lead Shelburne Craft School 
through this exciting time of opportunity and transition. 
 
About the position 
 
The Executive Director is responsible for implementing the mission of Shelburne Craft School, 
as established by its Board of Directors. The Executive Director is the organization’s day-to-day 
leader—defining its strategy, setting its policies and programs, hiring and leading its staff, 
managing its finances, directing its fundraising, and acting as the organization’s “public face” in 
our community. The ideal candidate will be able to think strategically and communicate 
effectively with strong interpersonal skills, forging sustainable relationships with new kinds of 
partners. We are especially interested in candidates with a strong background in (and passion 
for) financial management, fundraising, and grant writing. A background in the arts is preferred, 
but not essential. This is a physical position, with occasional moving and lifting required. 
 
Responsibilities 
 

● Board-related, Financial & Administrative 
 

○ Work with the Board of Directors in strategic planning activities 
○ Prepare Director’s Report and financial data for monthly board meetings 
○ Consult with Board chair to draw up agenda for each board meeting 
○ Maintain official records and documents 
○ Ensure compliance with federal, state and local regulations 
○ Maintain current accreditations and certifications 
○ Manage internal operations, including recruiting and retaining staff and 

volunteers, and conducting yearly staff reviews 



○ Create and recommend annual budget to Board of Directors 
○ Oversee accounting, internal financial control and cash management systems, 

and relationships with banks 
○ Identify and implement measures to control risks to the people, property, 

finances, goodwill, and public image of the organization 
○ Oversee renters and tenants 

 
● Programming & Community Relations 

 
○ Oversee educational programming, ensuring its financial sustainability, 

educational quality, and mission-alignment 
○ Represent the organization and its mission, programs, products, and services in 

a consistently positive manner 
○ Cultivate collaborative relationships with community groups, local businesses, 

local crafters, and other local organizations 
○ Act as a liaison to the Town of Shelburne, working in healthy partnership with 

town officials 
 

● Fundraising & Development 
 

○ Identify and implement development opportunities to strengthen the 
organization’s financial position 

○ Manage donor-based fundraising 
○ Identify, prepare, and submit grant proposals  
○ Produce and host two major fundraising events per year 

 
Qualifications 
 

● Excellent communication and interpersonal skills 
● Proven success with fundraising / revenue generation in a nonprofit context 
● Experience with organizational finances 
● Master’s degree in a relevant field is preferred 
● Prior experience in nonprofit leadership 
● Prior experience managing staff and volunteers 
● Ability to manage facilities and historic buildings 
● Ability to handle occasional physical work (campus management, etc.)  

 
Details 
 

● Shelburne Craft School is a 501(c)(3) nonprofit organization 
● This is a full-time position based in Shelburne, Vermont 
● Salary is commensurate with experience 
● Benefits include health insurance, paid holidays and three weeks vacation 



Application 
● Applications deadline June 30th 2018 and should include resume, cover letter and 3 

references.  
● Send applications to: CraftSchoolBoard@gmail.com 
● Additional information at http://theshelburnecraftschool.org  

http://theshelburnecraftschool.org/

