
 

    

ADMINISTRATIVE MANAGER 
 
This position is responsible for the day to day management of the Plateau Creative Art Center, 
home of The Art Guild at Fairfield Glade, located at 451 Lakeview Dr., Fairfield Glade, TN.   The 
position reports to and is responsible to the Executive Board.   This is a part-time, contracted 
position paid at a rate of $15/hour, approximately 12 to 15 hours per week (total of 600 hours 
until June, 2016) served at the PCAC facility.  The suitable candidate will have organizational, 
communication and computer skills and an interest in the work of the ‘Art Guild at Fairfield 
Glade.’ 
 
Responsibilities: 
 
Serves on the ‘Center Management Team’ which includes the following committees and 
positions:  Building and Grounds Maintenance committee, Sculpture Trail committee, Librarian, 
Hosting Captain and Purchasing Agent. 
 
Manages  the maintenance of all office machines, including computers and software,  and 
coordinates with the Web-Master. 
 
Responsible for general housekeeping and appearance of the building, such as ensuring that 
information posted on bulletin boards is neat and current and that the classroom is 
appropriately set-up for events. 
 
Maintains the building security system and ‘Call List’ for emergencies.   This position is ‘On Call’ 
to respond to alarm. 
 
Assists the PCAC Coordinator with contractor services and vendors, such as HVAC, 
exterminator, floor cleaning, plumbing, snow removal, tree trimming and minor repair work.   
 
Opens, dates and distributes the surface mail and also distributes electronic mail.   Stamps 
checks “For Deposit” and notifies Treasurer when checks are received.  Also, empties the 
‘Suggestion Box’ and responds or forwards suggestions as appropriate, ensures PCAC calendar 
is up-to-date, and re-fills the ‘Forms Rack.’   
 
Maintains the Guest Register, Volunteer Hours Log, Host Sign-In sheets and prepares reports 
from the information collected on these logs to share with committee coordinators, as 
requested.   
 
Attends the Executive Board Meetings, and General Membership Meetings. 
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