
 

Role Profile 

Company Button Art, Inc. 

Job Title Project Coordinator 

Working Hours 40hrs/week, M-F 9am-6pm 

Location 7130 Buford Hwy NE, Suite A-245, Doraville, Georgia 30340 

 

 

Key Responsibilities 

❖ Completes a broad variety of administrative tasks including: managing calendar of 

appointments, completing expense reports, and composing correspondence. 

❖ Communicates directly, and on behalf of the Executive Director (ED) with Board 

members, sponsors, artists, contractors, advisors, staff, and others. 

❖ Works closely and effectively with the ED to keep him/her well informed of upcoming 

commitments and responsibilities, following up appropriately. Acts as a "barometer," 

having a sense for the issues taking place in the environment and keeping the ED 

updated. 

❖ Provides leadership to build relationships crucial to the success of the organization, 

and manages a variety of projects for the ED, some of which may have organizational 

impact. 

❖ Successfully completes critical aspects of deliverables with a hands-on approach. 

❖ Prioritizes conflicting needs; handles matters expeditiously, proactively, and 

follows-through on projects to successful completion, often with deadline pressures. 

❖ Participates as an adjunct member of the Leadership Team including assisting in 

scheduling meetings, coordinating the agenda, preparing presentations for meetings, 

attending all meetings, taking and communicating notes, and follow-up on agreements 

and action points. 

❖ Updates social media on a daily basis as per a clear instruction. 

❖ Provides content for contracts, website pages, social media, marketing collateral, 

announcements, presentations, and other communication/promotional materials. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Qualifications 

Experience 

❖ Proficient in Microsoft Office (Outlook, Word, Excel, and PowerPoint), Adobe Acrobat 

❖ Active presence in social media (Facebook, Instagram, Twitter, and LinkedIn) and 

familiar with posting, generating buzz, promoting posts, etc. 

❖ Familiar with Wix or other website development platforms 

❖ Previous experience in a nonprofit (art) organization is a plus 

Leadership Skills 

❖ Strong organizational skills that reflect ability to perform and prioritize multiple tasks 

seamlessly with excellent attention to detail 

❖ Very strong interpersonal skills and the ability to build relationships with 

stakeholders, including Gwinnett County staff, board members, artists, local 

communities/businesses, and sponsors 

❖ Expert level written and verbal communication skills 

❖ Demonstrated proactive approaches to problem-solving with strong decision-making 

capability 

❖ Emotional maturity 

❖ Highly resourceful team-player, with the ability to also be extremely effective 

independently 

❖ Proven ability to handle confidential information with discretion, be adaptable to 

various competing demands, and demonstrate the highest level of customer/client 

service and response 

❖ Demonstrated ability to achieve high performance goals and meet deadlines in a fast 

paced environment 

❖ Forward looking thinker, who actively seeks opportunities and proposes solutions  

 

 

About Button Art, Inc. 

We are a public art organization that provides a formal art presence for the local 

community and its citizens by means of integrating a wide range of art commissioned by 

local and national artists. The art will be on display for everyone to enjoy while paying 

tribute to the history of Gwinnett County.  

 

We (i) work with the County to provide access to public areas for the display of the art, 

(ii) collaborate with local and national artists and select artworks to be applied on 

sculptures, (iii) identify the cause and create the theme for the sculptures, (iv) manage 

production, delivery, and installation of sculptures at public commercial areas, (v) 

organize community events to publicize and showcase art and acknowledge artists, and 

(vi) raise funds to further develop art culture across the County. 

 


