Vacancy Announcement

Division Director, Communications and Education State Historical Society of North Dakota

Location: Bismarck
Salary: $5,054 to $5,800
Closing Date: February 17, 2012 
Position Number: 701-6492
Requisition Number: None
Status: Full-time, Regular 
Type of Recruitment: Internal/External
Job Order Number: None
Date Posted to Web: January 17, 2012
Minimum Qualifications: 

1. Requires a bachelor’s degree in journalism, English, communications, public relations, history, museum administration, or a closely related field, and four years of work experience related to the duties to be performed. Work experience must have included management of staff and programs or projects. A master’s degree may substitute for one year of the work experience requirement. 

2. Knowledge of management practices and procedures. 

3. Excellent written and oral presentation skills, with knowledge of research and writing styles for various agency publications. 

4. Excellent interpersonal skills. 

5. Self-directed and motivated. 

6. Knowledge of North Dakota history. 

7. Preference will be given to applicants with work experience in professional communications, media relations, marketing and\or public relations.
Application Procedures:

Applicants must submit a completed State of North Dakota Application for Employment (SFN10950), along with a cover letter, resume, and names and addresses (including phone numbers) of three professional references to:

Human Resources Director
State Historical Society of North Dakota
612 East Boulevard Avenue
Bismarck, ND 58505-0830 

Application materials may also be emailed to etang@nd.gov

All application materials must be received (or postmarked) at the address above no later than 5:00 p.m. on the closing date.
Application forms are available from any Job Service location, the State Historical Society of North Dakota or from http://www.nd.gov/hrms/jobs/apps/application.htm.
Reference checks, verification of previous employment, criminal background check and/or background checks may be conducted on applicants selected for interviews.

For more information or assistance in the application or interview process contact Ron Warner at 328-2666.

Summary of Work:

· Plan and administer a comprehensive communications program for the agency; communicate with other divisions to gather information and coordinate work activities to accomplish the communications and education goals of the agency; coordinate dissemination of information to the public through publications, news releases and news conferences, websites, and other communications channels.

· Manage, select, and train assigned staff; monitor and evaluate work performance; develop and implement work standards. 

· Oversee the adult, family, children, and school group programs; assist with educational program development of the state historic sites. 

· Oversee visitor services, programs, and facilities for the agency. 

· Develop and manage the division budget. 
· Serve as editor of the agency newsletter - Plains Talk.
· Oversee the agency publications program, including the production of the quarterly journal - North Dakota History, newsletters, books, etc. 

· Plan and oversee agency historical and/or public relation events such as the annual History Conference and National History Day in North Dakota. 

· Provide legislative testimony regarding agency and/or division activities as needed. 

Benefits Provided: 
The State Historical Society of North Dakota offers challenging work opportunities, a full range of employee benefits including a comprehensive health plan, paid leave, a retirement plan, and more. For more information visit http://www.nd.gov/hrms/hr/weenk.htm
Equal Opportunity Employer:
The employing agency does not discriminate on the basis of race, color, national origin, sex, religion, age, or disability in employment or the provision of services, and complies with the provisions of the North Dakota Human Rights Act. 
