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STATE CAPITOL / VISITOR CENTER ADMINISTRATOR

This is administrative and managerial work in directing the development, maintenance, and operation of
the North Carolina State Capitol and Visitor Center.

Employee oversees the collection, exhibit, interpretation, and educational programming of the State
Capitol and the interpretation of the Governor's Mansion and other surrounding State Government
facilities. Work includes directing the restoration, furnishing, and interpretive research of the State
Capitol building, furnishings, and monuments; coordinating the development of the education programs
of the Capitol Visitor Center; and overseeing the historical and geographical orientation programs
related to state government, cultural agencies, and Raleigh area attractions. Work includes the
promotion of State Capitol activities to develop public support. Work includes related duties as required.

I. SUPERVISORY/MANAGERIAL FUNCTIONS:

Planning - Employee oversees the development of the long-range plans for the interpretation, research,
and collection development of the State Capitol and the development of the interpretation and
orientation of surrounding buildings and grounds. Work includes responsibility for coordination with the
government complex planning commission and the State Capitol Foundation to determine long-range
plans and funding sources.

Organizing and Directing - Employee establishes the responsibilities and duties of the positions in the
State Capitol and Visitor Center. Charges in the structure or the addition of positions are discussed with
the Director of Archives and History for input and guidance.

Budgeting - Employee prepares budget recommendations based on the previous year's budget and the
program plan for the coming year. Employee monitors the budget throughout the year and justifies
unexpected, proposed expenditures to the division director.

Training - Employee determines the training needs of employees and justifies outside training sources
to the department. Employee monitors funds allocated for training and staff development.

Setting Work Standards - Employee establishes the guidelines and develops the procedures for
evaluating employee performance according to departmental policies. Employee ensures that
performance standards are monitored on a timely basis.

Reviewing Work - Employee reviews accomplishments and ensures that planning goals are being met.
Employee monitors the educational and interpretive activities through the satisfaction and feedback
from participants and the public's perception.

Counseling and Disciplining - In accordance with departmental policy, employee administers grievance
procedures, resolves grievances internally, and counsels employees regarding problems. Serious
actions are discussed with the division director prior to implementation.

Performing Other Personnel Functions - Employee makes decisions in the selection, appraisal,
promotion, dismissal, and salary adjustment of employees. Unit supervisors may participate in
interviewing prospective candidates.
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II. SCOPE AND NATURE OF WORK SUPERVISED:

Dynamics of Work Supervised - Work is relatively stable in nature with changes primarily resulting from
situations such as unexpected repairs or maintenance, budgetary cutbacks, or personnel turnover.
Relations with the public and changes in governmental operations or planning may impact on the
mission and perception of the facilities and staff.

Variety of Work Supervised - Employee supervises a small staff that provides historical research of the
Capitol and its furnishings, tour development, and orientation to groups touring the area.

Number of Employees Responsible For - Employee manages approximately twelve full-time staff and
numerous volunteer staff for tours.

III.  EXTENT OF SUPERVISION RECEIVED: Employee works with considerable independence
and is guided by general instructions from the division director. Work requires the interpretation of
general policies pertaining to the use of the Capitol and grounds.

IV.  SPECIAL ADDITIONAL CONSIDERATIONS:

Supervision of Shift Operations - Special events require weekend or evening work by the employee and
the staff.

Fluctuating Work Force - Additional staffing is required for special events.

Physical Dispersion of Employees - N/A

V.  RECRUITMENT STANDARDS:

Knowledges, Skills, and Abilities - Thorough knowledge of North Carolina history and State
government. Knowledge of the principles and practices of public and business administration.
Knowledge of museology as it applies to techniques, methods, interpretation, and exhibition. Ability to
develop and implement policies and operational standards relative to the administration of the State
Capitol and Visitor Center. Ability to plan, direct, and supervise the work of a subordinate staff of
employees. Ability to communicate effectively in oral and written form. Ability to establish and maintain
effective working relationships.

Minimum Training and Experience Requirement - Graduation from a four-year college or university with
a major in history, museology, or a closely related field and three years of progressive experience in
public or private museum work or historical research including one year in a supervisory capacity; or an
equivalent combination of training and experience.


