
 

 

SITE Santa Fe (“SITE”) is a non-profit contemporary arts organization based in Santa Fe, New 
Mexico. Since its founding in 1995, SITE Santa Fe has presented 11 biennials, more than 90 
contemporary art exhibitions, and works by hundreds of emerging and established artists from 
around the world. SITE also presents public and educational programs that include 
conversations with artists and curators, film screenings, performances, concerts, hands-on 
workshops, and collaborations with Santa Fe Public Schools. 
 
SITE Santa Fe is an equal opportunity employer that is committed to diversity and inclusion in 
the workplace. We prohibit discrimination and harassment of any kind based on race, color, 
gender, religion, sexual orientation, national origin, disability, genetic information, pregnancy, 
or any other protected characteristic as outlined by federal, state, or local laws. 
 
Summary 
The Executive Associate provides a full range of administrative support to the Philips Executive 
Director (PED) and Director of Finance and Administration (DFA), exercising considerable 
independence and a strong ability to prioritize. This position works effectively and 
collaboratively with a broad range of staff, Trustees, donors, and the general public.   
 

 
Key Responsibilities 

 
Administration  

 Open, evaluate, forward, respond to, track, and follow through on high volume of PED’s 
telephone calls, email, and mail correspondence. 

 Draft PED’s correspondence (memos, thank yous, acknowledgement notes, etc.)   
 Maintain PED’s calendar of appointments and events. 
 Maintain PED’s contact lists.  
 Assist in coordinating plans for PED’s local, national, and international travel. 
 Facilitate PED’s communications with peer institutions, public officials, and local and 

international organizations. 
 Develop and maintain hard copy and electronic filing systems and records for the PED. 
 Account for PED’s expenditures: code, submit and track against budget. 
 Assist with communications between PED, leadership team, and department heads. 
 Maintain institutional master calendar. 
 Coordinate All Staff, leadership team meetings, and Staff Retreats. 
 Support the DFA on administrative tasks as needed, including but not limited to: 

updating employee manuals; institutional policies; recruiting and talent search efforts 
and other tasks and research projects as needed. 

 Support the DFA on the tracking of the institutional IDEA (Inclusion, Diversity, Equity, 
and Accessibility) Plan, including the implementation of the initiatives associated with 
administration and workplace culture. 

TITLE: Executive Associate 

STATUS: Exempt, full time with benefits 

REPORTS: Phillips Executive Director and Director of Finance and Administration 

DATE: August 2021 



 Support the DFA in developing institutional storage and organizational strategies for 
physical and digital files and information.  

 
Board 

 In collaboration with PED, Board Chair, and DFA, coordinate planning and logistics of 
Board meetings. 

 Prepare and distribute minutes, agendas, and supporting materials for Board and 
committee meetings in a timely fashion. 

 Assist Chair and Nominating and Governance Committee in coordinating new Board 
member orientation. 

 Assist with communication and scheduling between PED, Chair, and Board members. 

 
Development 

 Assist PED and Development Department in the stewardship of SITE’s top donors. 
 Assist with fundraising events and participate in Development meetings as needed. 
 Maintain SITE packets for use by PED and Development. 

 

Additional Responsibilities 
 Attend and support exhibition openings, public programs, donor events and fundraisers. 
 Staff the front desk over the lunch hours a few days a week, and as needed. 
 Other responsibilities as needed. 

 
Qualifications 
 

 
1. Minimum 3-5 years of administration experience.  
2. Exceptional writing, editing, and proofreading skills with considerable knowledge of 

business English. 
3. Excellent technical and computer skills, including Microsoft Office, Google Office 

Suite, Adobe Acrobat, and database management software.  
4. Excellent organizational, research, and analytical skills, with strong attention to 

detail. 
5. Excellent interpersonal skills, and ability to establish and maintain effective and 

appropriate working relationships with Trustees, donors, Senior Staff, staff, the 
general public, city officials, and outside organizations.   

6. Knowledge of best practices for calendar management and scheduling. 

7. Ability to exercise sound judgment to maintain confidentiality, a professional 
demeanor, and a high level of discretion.  

8. Ability to prioritize and manage time, multitask, and meet deadlines in a 
fast-paced environment with rapidly shifting priorities. 

9.  Action-and-results oriented, a self-starter, and creative problem solver, with a high 
level of initiative and energy. 

10. Ability to work collaboratively and maintain a high degree of professionalism in 
a dynamic and creative setting. 

11. Embrace SITE’s commitment to diversity, equity, inclusion, and accessibility. 

 
Application Instructions: Applicants should submit a resume and a cover letter to 
job@sitesantafe.org, with the subject line “Executive Associate”. 
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