
 

Rug Hooking Show Assistant 

Sauder Village, Ohio’s largest living history destination is seeking an Assistant to the Director of Rug 
Hooking Week, held in August each year. Rug Hooking Week is the leading Rug Hooking (with additional 
fiber arts) show in the U.S. and Canada. 

The Director’s Duties are as follows & the Assistant position would provide support with 

these tasks: 

EXHIBITS:  Develop, Coordinate and Facilitate Planning of Rug Hooking Week Exhibits 
including:  

 Recruit exhibits  

 Communications with exhibitors 

 Exhibit Agreements 

 Exhibit registration, monitoring, proofing 

 Organizing exhibits and layout 

 Exhibit logistics 

 Exhibit signage  

 Work with Rug Hooking Magazine on the Celebrations exhibit  
 Provide oversight of the exhibit set up and tear down  
 

EDUCATION:  Develop, Coordinate and Facilitate Retreat & Workshop Classes including: 
  

 Recruit teachers 

 Communications with teachers 

 Teacher Agreements 

 Develop & format class information & photos for website 

 Coordinate with SV staff on class registration 

 Provide teacher orientation & tour information for SV staff 

VENDORS:  Develop, Coordinate and Facilitate Vendors including: 

 Recruit vendors  

 Communications with vendors  

 Vendor Agreements 

 Vendor floorplan 

 Provide vendor orientation & tour information for SV staff 

 



SAUDER VILLAGE:  Work directly with SV staff including: 

 Coordinate Website changes & updates for Rug Hooking Week  

 Effective communication with the Sauder Village staff to ensure all planning for 
the event is coordinated 

 Develop, maintain, and review attendee survey 
 Social Media, posts, updates, photos, video, monitoring responses 

 Coordinate with Volunteer Coordinator to organize staff for the event 

 

ORGANIZATIONS:  Develop, Coordinate and Facilitate relationships with Organizations as 
follows: 
 

 Build relationships with fiber art Groups/Guilds/Organizations for possible exhibits, 

promotion of the show, volunteers, and other opportunities.  

 Networking at Groups/Guilds/Organizations events & meetings  

 

Skills, Requirements, and Conditions: Reasonable accommodations may be made in the 
following requirements for individuals with disabilities to perform the essential functions. 
 

1. Excellent communication and interpersonal skills. 
2. Able to handle problem situations as they arise. 
3. Detail Oriented  
4. Great customer service. 
5. Self-motivated, ability to stay organized and meet deadlines. 
6. Computer skills such as:  Microsoft Word,  Excel, Microsoft Outlook. 

 

Position:   Part Time, Contract Position, Remote work opportunity  

 

Applicants: Send Resume to Jeanette Smith Sauder Village P O Box 235 Archbold OH 43502 

or email to jobs@saudervillage.org 


