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	Reports to:   Executive Director
	Manager or Individual Contributor: Manager

	FLSA Status: Exempt
	Benefits Eligible: Yes

	Salary Grade:  TBD
	Remote/Hybrid Eligible: Yes

	Full Time/ Part Time: Full Time
	









Position Summary
The Program and Exhibit Manager develops concepts for over 150 cultural programs and quarterly exhibits annually and oversees the process from inception to implementation and evaluation.

Essential Job Functions
The individual in this position engages in the following work-related activities:

General Organization Expectations
· Participate in ongoing learning and development activities related to your role, professional growth, and organizational goals.
· Support and promote Nordic Northwest’s mission.

Role-Specific Expectations
· Partner with the Program Committee to strategically plan programs that align with Nordic Northwest’s mission.
· Implement program strategies by developing, coordinating, and evaluating high-quality exhibits and programs to engage diverse audiences.
· Develop and manage budgets, timelines, and resources to ensure successful outcomes.
· Serve as the staff liaison for the volunteer Program Committee and its subcommittees, assisting with program organization and implementation. Attend meetings and act as a resource and sounding board for proposals and recommendations. Develop processes to provide committees with necessary information to perform their duties, including work plans, meeting agendas and materials, and follow-up tasks.
· Train, schedule, and oversee staff and volunteers involved in programs and exhibits, including docents, guest registration, bar operations, performer/instructor interactions, room setup, volunteer supervision, program introductions/closings, and building closures.
· Provide content to the Communications Manager for effective marketing.
· Cultivate partnerships with artists, cultural organizations, and community stakeholders to curate unique experiences, leveraging shared resources, cross-promotion, and creative programming.
· Supervise the Program and Exhibit Assistant and Youth Program Coordinator.
· Contribute as a member of Nordic Northwest’s staff team, participating in strategic planning and the development and implementation of annual plans. Attend staff meetings and assist other staff members as needed. Perform related duties and responsibilities as required.

Supervisory Responsibilities
Supervise staff by providing scheduling, training, evaluations, and professional development.




Required Skills and Abilities
· Proven experience in program management, exhibit design, or cultural programming.
· Strong organizational and project management skills.
· Proficiency in relevant computer applications, including Microsoft Office, database management systems, and payment processing software.
· Effective time management with the ability to prioritize tasks and work independently.
· Excellent communication and interpersonal skills to engage diverse constituent groups and audiences.

Education and Experience Guidelines
· Bachelor’s degree in Arts Administration, Cultural Studies, Event Management, or a related field.
· Nordic Northwest recognizes that knowledge, skills, and experience may be gained through education, professional experience, volunteering, or lived experiences.

Physical Demands and Working Environment
The conditions herein are representative of those required to perform the essential functions of this job. Reasonable accommodations may be made for individuals with disabilities.

Physical Effort
· Moderate physical exertion is required, including long periods of standing, walking over uneven surfaces, bending, crouching, stooping, stretching, reaching, and lifting moderately heavy items like tables and equipment.
Environment
· Hybrid combination of office and remote work based in the Portland Metropolitan area. Some travel is required for meetings or training.
Travel Requirements
· Frequent local travel.
Hours Required
· Frequent evening, night, weekend, and event hours.
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