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Chelsea Area Festivals & Events a registered 501(c)(3) not-for-profit arts organization that 
coordinates open-air events for music, dance, comedy, art, and family entertainment.in Chelsea, 
Michigan is currently accepting applications for our Executive Director position. It is the goal of 
CAFE to enhance the creative vitality of Chelsea and promote the area as a great place to live, 
work and play.  Sounds & Sights on Thursday Nights, the Sounds & Sights Festival and 
SculptureWalk Chelsea are annual events made possible by the efforts of CAFE.   These 
programs are funded through sponsorships, grants, donations and in-kind support. Our events 
draw thousands of visitors each year and would not be possible without the support of local 
businesses, non-profits, and our many volunteers in the community. All events are free to 
participants except for the Sounds & Sights Festival main stage under the social tent, where a 
minimal entry fee is a great value for top musical entertainment. 
 
Mission Statement 

 
Chelsea Area Festivals & Events is a not-for-profit organization that enriches Chelsea, and the 
surrounding communities, by promoting the presentation of and participation in quality 
performing and visual arts throughout the year. 
 

Events  

 

Sounds & Sights on Thursday Nights performances are held in Chelsea, Michigan, on 
Thursday evenings each week from early June to mid-August from 6:30-8:30 pm. drawing 
15,000 visitors each season. Musical acts from across the spectrum — folk, bluegrass, Celtic, 
jazz, classical, country, Latin and everything in between — perform at 10 outdoor stage locations 
in the downtown area, all within walking distance from each other. This series, in its 18h year, 
holds live auditions in March and hires 100 musical and performing artists.  The event is free to 
the public and all the musicians and performers are paid. You can practice drawing chalk artwork 
with a new weekly theme, such as the circus, the magical world of Harry Potter, Star Wars, 
Disney characters and comic book characters. Special family-friendly activities are provided 
including magicians, balloon twisters, face painting, jugglers, magic shows and other street 
performances.  
 
 
Sounds & Sights Summer Festival is an annual summer weekend event on Friday and Saturday 
the last weekend of July in Chelsea, Michigan. Founded in 1976 by a small volunteer group of 
businesses and residents, the festival showcases creativity in Washtenaw County. Held in the 
historic downtown, the highly anticipated event draws over 12,000 visitors each year and 
features national and regional live music acts, local food and brew and activities for the entire 
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family. The event started 45 years ago and is a highlight of summer, drawing visitors from all 
over the state and beyond. The two-day, three-night festival features: 

• Live music under a social tent 

• KidZone activities 

• Professional chalk artists and chalk art contest 

• Classic car show  

• SculptureWalk Chelsea 

• Art Market 

• Pet Parade  
 

 
SculptureWalk Chelsea is celebrating its 12th year in 2021! New sculptures grace the streets and parks 
of Chelsea featuring top regional artists who bring contemporary art at no cost to Chelsea area visitors 
and residents. This annual rotating exhibition enhances and enables access to art and culture in our 

community.  SculptureWalk started as an ambitious concept in 2008. It has grown to the current 
level of 16 installations along the Main Street/M-52 corridor in Chelsea’s central business 
district. In a decade, SculptureWalk has grown from a grassroots effort to a well-loved cultural 
asset of the city.  
 
Executive Director Position 

The Executive Director is the chief administrative officer of CAFE and provides leadership to 

enable CAFE to achieve its goals for artistic success, financial stability, and community 

engagement. The Executive Director is responsible and accountable for all major aspects of 

CAFE’s operations, including development, financial management, marketing, logistics, talent 

selection, volunteer coordination as well as leading the organization to future success and 

sustainability. 

The Executive Director works in partnership with the Board of Directors to create our annual 

Sounds & Sights on Thursday Nights, Sounds & Sights Summer Festival and Sculpture Walk 

events as well as other community engagement programs throughout the year. Together, they 

maintain an environment that fosters creativity, diversity and excellence that empowers CAFE to 

accomplish its mission. 

ROLES & RESPONSIBILITIES 

Financial Planning and Development   

• Guide budget development and financial planning. 
• Provide clear and consistent financial reporting to CAFE Board of Directors 

• Take leadership role in fundraising, providing direction and support to the fundraising 
efforts of the Board. Including planning and coordinating fundraising events 
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• Actively pursue philanthropic support from individuals, businesses and corporations, 
local and national foundations, and government agencies, and ensure excellent 
stewardship of all gifts.  

• Oversee management of database of returning and potential sponsors 
• Ensure that CAFE’s technological infrastructure supports staff and patrons. 

Marketing Coordination  

The Executive Director, working with our marketing firm, will be responsible for the  
following tasks.  

• Collaborate with committee to maintain brand strategy; regulate all visual and written 
communications to ensure the image or message was in alignment with organization 
goals and adhered to guidelines 

• Produce annual strategic marketing plan, audit, and budget for board approval  
• Identify appropriate sponsorship campaigns 
• Manage the design, content and external production for marketing collateral  
• Develop an internet and social media strategy; advise on site content and layout; research 

market needs and work with external companies to build, host and maintain sites and 
social media needs  

• Coordinate event signage, displays, press-packs, and literature with appropriate vendors; 
track materials during production to ensure quality and ability to meet deadlines.  

• Act as primary point-of-contact on site of the event for all media 
• Manage media buying and negotiation of annual programs.  Create campaign strategy 

and oversee Print, TV, Online and Radio advertisement production.   
• Write and distribute press releases, copy points, and e-newsletters 

Event Planning and Production  

• Talent recruitment and selection  

• Prepare Performer contracts and schedules; maintain correspondence with performers 

throughout season   

• Create and revise schedules online and in print for each event 

• Coordinate volunteers and contractors as needed. 

• Propose new ideas to improve the event planning and implementation process  

• Serve as liaison with vendors on event-related matters  

• Assist with managing on-site needs for events as necessary  

Event Administration:  

• Oversee talent recruitment and selection 

• Assist with preparing event and marketing budgets and provide periodic progress reports 

for each event project.  

• Keep track of event finances in QuickBooks including checks, invoicing, and reporting.  

• Prepare and modify event contracts as requested  
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• Administer performer, sponsor, newsletter, and media databases  

• Prepare sponsor packets, weekly signage, etc.  

• Distribute printed flyers throughout Washtenaw County; Update online local event 

calendars  

 

Candidate Profile 

• A proven track record of success working in the non-profit environment; ideally with 
experience in the performing arts. 

• Exceptional communication skills, both speaking and writing. 
• Ability to multi-task while meeting deadlines. 
• Self-starter, goal oriented. 
• Attention to detail. 
• Availability and willingness to work evenings and weekends for the CAFE’S 15-20 yearly 

concerts and fundraising events. 
• Experience and skill with Microsoft Office, Mailchimp, and social media platforms. 
• Bachelor’s degree preferred; significant work experience can substitute for the degree.  
• At least 5 years experience with office administrative management.  

• At least 3 years experience coordinating special events.  
• A commitment to diversity, equity, inclusion and accessibility. 
• An appetite for collaborations and partnerships. 
• An eagerness to become an engaged and visible presence in the Chelsea community. 
• A passion for the Chelsea Area Festivals and Event’s artistic creations and community. 

Employment 

Salary $40,000 – $50,000 dependent on experience 

Although the production of the CAFE’s events is a year-round effort, workload varies widely 
throughout the year. January through July are the busiest times requiring a greater number of hours 
per week.  25-30 hours per week would be an estimated annual average.   

Qualified applicants should email their application and a cover letter to  

thechef34@yahoo.com 

Applications must be submitted by 5:00pm, Wednesday, December 15,  

 festival will feature live music and social tent, kids' activities, a classic car show, and much 

more. h year features exciting changes and annual favorites that keep people coming back again 

and again. All performances and activities are held in downtown Chelsea, Michigan. 
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