	Business Administration Officer, Museum of South Texas History, Edinburg, Texas

	Posted: 7/10/2009

	Closes: When Filled

	Summary of Responsibilities: The purpose of the position of Business Administration Officer is to assure timely execution of duties and institutional progress toward meeting short and long-term goals and objectives. As part of a senior management team, the Business Administration Officer provides supervisory leadership and management of internal relationships. With the assistance of a Bookkeeper and Receptionist, this includes, but is not limited to, management of the daily activities of the business of the museum, including accounting, financial, human resources, risk management, and business planning processes of a $1.4 million operating budget, 14 employee, 501(c)3 organization. See www.mosthistory.org for full job description.

	Required Qualifications: BBA or BA and equivalent experience Honest, dependable, team player Knowledge of financial management, human resources, record keeping and data processing systems Excellent communication skills 

Proficient in use of Microsoft Word, Excel, PowerPoint, etc. Microsoft Project knowledge a plus

	Compensation: Commensurate with Experience

	How to apply: Send resume to:

Mrs. Shan Rankin, Executive Director
Museum of South Texas History
200 N. Closner Blvd.
Edinburg, TX 78541

or srankin@mosthistory.org 

	


