
Gateway Film Center
Job description - Assistant to the President

Position Overview
Reporting directly to the President, the Assistant to the President provides executive support. The Assistant to the
President serves as the primary point of contact for internal and external customers on all matters pertaining to the
Office of the President. The Assistant to the President also serves as a liaison to the Board of Directors and Senior
Management teams; organizes and coordinates executive outreach and external relations efforts; and oversees
special projects.

The Assistant to the President must be organized and enjoy working within a small, entrepreneurial environment
that is mission-driven, results-driven and community oriented. The ideal individual will have the ability to exercise
good judgment in a variety of situations, with strong written and verbal communication, administrative, and
organizational skills, and the ability to maintain a realistic balance among multiple priorities. The Assistant to the
President will have the ability to work independently on projects, from conception to completion, and must be able
to work under pressure at times to handle a wide variety of activities and confidential matters with discretion.

Internal and External Responsibilities
Board Interaction

● Assist the President in collaboration with the Board of Directors to set strategic objectives that promote
the mission and financial sustainability of the organization.

● Communicate effectively with the Board of Directors and provide, in a timely and accurate manner, all
information necessary for the Board of Directors to function properly and to make informed decisions.

● Deliver updates on Gateway Film Center’s achievement of financial, programmatic, and positive
mission-driven work environment.

Organizational Leadership
● Facilitate cross-departmental collaboration and strengthen internal communications throughout the

organization; create and promote a positive, multicultural work environment.
● Support the continued development of a professional and efficient organization and establish effective

decision-making and operational processes that will enable Gateway Film Center to achieve its objectives.
● Assist in the execution of Human Resource and scheduling activities, as directed by the President, which

further the mission of the center.

Financial Management
● Assist in the development of strategic and long and short-range financial plans to ensure the success and

long-term sustainability of Gateway Film Center
● Assist in the development of an annual budget that is consistent with long-term financial sustainability and

with the goals of Gateway Film Center.
● Assist the President in ensuring the budget and financial goals are benchmarked against actual results.

Community Relations and Fundraising
● Enhance the image of Gateway Film Center by being active and visible in the community and by working

closely with and developing relationships with corporate, civic and arts leaders.
● Establish and maintain relationships with appropriate organizations, both locally and nationally, and utilize

those relationships to strategically enhance Gateway Film Center’s mission.
● Assist in ensuring effective fundraising programs and initiatives for corporate, government, and individual

donors are in place.

Visitor Experience
● Assist in the development of comprehensive marketing, branding and PR strategies that will maximize

long-term revenue potential consistent with the organizational mission.
● Help the President deliver a film program which meet the needs of the communities the center serves.



● Ensure the maintenance and upkeep of all Gateway Film Center areas, including but not limited to the
exterior physical space, auditoriums, Gallery at Gateway Film Center, the Torpedo Room, third floor lounge
space and private staff areas.

● Assist in the process for capital planning and capital funding to meet Gateway Film Center’s long-term
building needs.

Reports to
President, Gateway Film Center


