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JOB ANNOUNCEMENT: EXECUTIVE DIRECTOR 
 

OVERVIEW 
The School 
Port Townsend School of Woodworking and Preservation Trades is a 501(c)(3) non-profit and a 
certified Washington State vocational school.  Located on the grounds of 434-acre Fort Worden 
State Park in Port Townsend, WA–a small historic seaport on the shores of Puget Sound–the 
school offers a scenic and tranquil setting as well as ready access to a wide variety of cultural and 
recreational activities. The surrounding area supports a significant community of skilled artists and 
craftspeople. 
 

Founded in 2008, the Port Townsend School of Woodworking has become one of the leading 
woodworking schools in the Pacific Northwest. Through a strong emphasis on the skills of 
traditional craftsmanship we create transformative experiences for a diverse community of students 
with both vocational and avocational goals. Our courses include a twelve-week Foundations of 
Woodworking class (with vocational and college credit options); two-day to four-week classes in 
hand-tool woodworking, furniture and cabinet making, carving, Northwest Coast Arts, 
woodturning, gypsy wagon and tiny home construction. 
 

We are seeking a visionary executive director who can bring fresh approach and take ideas from 
concepts to fruition. The School's entrepreneurial and flexible approach has nurtured its consistent 
growth over the past nine years. We have reached our current status with the support of dedicated 
faculty, staff, students and community members. (About 50% of our enrollment each year is from 
students who have previously taken one or more classes). We are ready to go to the next level, a level  

• where we can pay staff  "market rate" salaries and benefits 
• where increased teaching spaces are available to meet the demands for additional classes      
• where we have continuing and meaningful relationships with our donors and alums 
• where our outreach and marketing yield a high return on our investments   

 To do this we need to increase school income, both internal (tuition) and external (donations and 
grants), increase our teaching and support staff, continue to add teaching space, and refine and 
increase efficiency of our outreach and marketing.  
 

The Position 
The Executive Director will join a small organization of dedicated instructors, support staff, and 
board members that have over the past decade, worked tirelessly and effectively to establish the 
school as a great place to begin or enhance one's career working with wood.  The Executive 
Director is responsible for overall leadership, administration, and fund development. S/he works 
closely with the staff and the Board of Directors to create a collaborative environment in which to 
advance the school's mission. 

Port Townsend School of Woodworking &  
Preservation Trades 

200 Battery Way, Fort Worden, Port Townsend, WA 98368 
360-344-4455      ptwoodschool.org 
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RESPONSIBILITIES 
 
 Governance  & Strategic Planning  

- Works cooperatively with the Board on long term planning 
- Works with Board on major decisions affecting the school 
- Works with Board to prepare 3-year pro forma operational plan  
- Complies with Federal and Washington State regulations governing non-profit entities 

Outreach, marketing and fundraising 
- Oversees marketing and communications 

- Collaborates with Board on outreach 

- Leads fundraising efforts (donors, grants) 

- Annually reviews and negotiates any needed changes in the school's lease with the Fort Worden 
Public Development Agency  
 

Curriculum Development and Delivery 
- Works with staff, instructors and students /alums to define optimum program mix 
- Recruits instructors and support staff 

 Operations Management 
-   Oversees financial procedures and reports (monthly reports including actual vs budget 
- Prepares annual budget for review and adoption by board 
- Manages staff (hiring, motivating, compensation, leadership) 
- Manages risk (safety, OSHA compliance) 
- Is school liaison with Fort Worden Public Development Agency and other partners 
- Manages Information Technology (appropriate software and hardware in place, backed up, etc.) 
- Oversees shop tool procurement, maintenance, and storage 
- Oversees administrative operations (ensures appropriate policies and procedures are in place, up-

to-date, and followed) 
 

QUALITIES 

- Effective leadership skills 

- Strong teamwork and organization skills
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QUALIFICATIONS 

 
   Required 

- Proven leadership, interpersonal and consensus building skills commensurate with a team 
environment.  Leads, collaborates with, and oversees staff 

- Demonstrated ability to raise funds through grants and donations. Strong donor management skills 

- Effective written and oral communication skills 

- Budget management and oversight skills, including budget preparation, analysis, decision-making, 
and reporting 

- Demonstrated managerial skills including planning, delegating, program development and task 
facilitation 

Desirable 

- Understands, appreciates, and is an advocate for the preservation of traditional crafts 

- Values both process and product in classrooms and workshops  

- Analyzes and identifies opportunities to improve organizational and individual efficiencies  

- Has experience facilitating the learning of hands-on skills 

- Can convey a vision of the school’s strategic future to staff, Board, volunteers and donors  

- Collaborates with and motivates Board members and other volunteers 

- Demonstrates the ability to interface with and engage diverse student, volunteer and donor groups 

- Has strong public speaking skills  

 
 

The Port Townsend School of Woodworking and Preservation Trades is an equal 
opportunity employer. 
  
If you have questions, please contact: Jim Tolpin jim.tolpin@gmail.com 

Position is open until filled.  

Starting Salary:  $45K to $55K 

Applicants please send resumes and cover letters via email to: jobs@ptwoodschool.org  
 
Website:   ptwoodschool.org 
Facebook: https://www.facebook.com/ptswpt/ 
Instagram:  https://www.instagram.com/ptwoodschool/  
 


