




 
 

Calico Rock Museum Foundation, Inc. 
Position Description 

 
Position:  Executive Director 
 
Summary: Responsible for the management and operation of the Calico Rock 

Visitor Center, Museum, and Artisan Cooperative; and positively 
represent the community 

 
Qualifications: An individual must perform each duty satisfactorily; must have a high 

school diploma or GED equivalency; be able to read, write and 
perform basic math; be personable and friendly; and work well with 
the public in order to be successful. Reasonable accommodations may 
be made to individuals with disabilities.   

 
Supervisor:  Board Chairman/CEO 
 
Duties: 1) Greet visitors, answer phone calls, respond to inquiries and make guest  
    experiences pleasant 
   2) Provide information and entrance to the museum 
   3) Makes sales of items located in the gift shop and visitor center 
   4) Collect, report, and submit sales tax for all items sold 
   5) Schedule, train and supervise volunteers according to policy 
   6) Balancing the cash register, make deposits, and promptly pay bills 
   7) Comply with all foundation policies 
   8) Comply with all local, state and federal regulations and laws 
   9) Keep the facilities clean, neat and in good working order 
   10) Cooperate with the board, volunteers and public 
   11) Submit a monthly finances and activities report to the board chair 
   12) Plan, coordinate and execute museum programs and events 
   13) Promote the museum, City and community according to board guidelines  
   14) Grow foundation funding sources through donors and grant-writing 
   15) Perform other duties as assigned by the board chair, executive  
    committee or board of trustees 
 
I, the undersigned employee, have received a copy of this position description.  Its contents and what is 
expected in the performance of my duties has been explained to me.  I understand and agree to the terms 
herein. 
 
 
Employee:         Date:      
 
 
Supervisor:        Date:      
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