
 

 

 

COORDINATOR FOR EDUCATION AND PUBLIC PROGRAMS 
 
OVERVIEW: Provide administrative support to the Deputy Director for Education & Public Programs 
 
STATUS:  Nonexempt    REPORTS TO:  Deputy Director for Education & Public Programs 
 

ESSENTIAL FUNCTIONS: 

1. Provide a high level or administrative and organizational support to the Deputy Director for Education & Public programs: maintain a highly 
demanding calendar of activities and appointments, make travel arrangements, and perform administrative duties including filing and 
copying as needed. 

2. Manage hardcopy correspondence, including tracking responses and drafting as needed.  
3. Coordinate a wide variety of meetings, including division meetings and quarterly meetings for Education and Community Advisory 

committees of the Board.  Attend meetings as needed, 
4. Act as point of contact for members of Education and Community Advisory committees of the Board – send meeting notices, attend 

meetings, and draft minutes, etc. 
5. Act as liaison between Education & Public Programs Division and other museum departments and divisions.  Compile division content for 

print publications and marketing materials.   
6. Support managers of each division as needed. 
7. Maintain comprehensive document management system, both hardcopy and electronic.  Utilize various systems and databases including 

SharePoint, Raiser’s Edge, Patron’s Edge, and museum databases. 
8. Develop Power point presentations.  Train in use of other graphic software applications. 
9. Process and maintain confidential documents. 
10. Maintain office procedures: answer phones, respond to emails, provide information to the public/members/volunteers/staff/trustees, filing, 

supplies, mail, creating spreadsheets, drafting correspondence, meeting minutes, agendas, memos, etc. 
11. Prepare statistics on attendance, revenue, expenses, etc for division records, reports, and presentations. 
12. Perform special projects and work additional hours and other duties as assigned. 
13. Properly track and report expenses. 

 

QUALIFICATIONS, KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

1. BA/BS or equivalent combination of education/experience. 
2. 2+ years relevant, professional work experience, preferably in a not-for-profit setting supporting an executive level 

manager. 
3. Strong written, oral, and interpersonal communication skills including the ability to identify and effectively 

communicate potential problems and propose solutions to SAM management 
4. Demonstrated proficiency and expertise using a wide range of MS Office products including Word, Excel, 

PowerPoint, Project, and Access.   
5. Excellent organizational skills.  Demonstrated ability to assess priorities, manages multiple projects simultaneously, 

meet deadlines and work well under pressure.   
6. Must have excellent time management, problem solving, and analytic skills and be able to work independently and 

in a team setting. Demonstrated ability to routinely take a proactive approach to problem resolution. 
7. Ability to work accurately with close attention to detail. 
8. Ability to work with members, the public, and co-workers professionally and tactfully, follow museum policy, and 

support management decisions in a positive, professional manner. 
 
 
The Seattle Art Museum will consider reasonable accommodations for those applicants with disabilities who 
may need a reasonable accommodation to perform the essential functions/duties.    Please contact the 
Human Resources Department for additional information. 
 



 

 

Seattle Art Museum is committed to diversity and inclusion.  Qualified individuals who bring diverse 
perspectives to the workplace are especially encouraged to apply. 
 
 

TO APPLY:   Please visit http://www.seattleartmuseum.org/about-sam/careers for specific instructions on how to 
submit your cover letter and resume.   
 
Deadline: Open Until Filled 

http://www.seattleartmuseum.org/about-sam/careers

