
JOB DESCRIPTION 
 
Job Title:  Public Relations and Digital Content Manager  
FLSA Status:  Full-time, Exempt 
Department:  Communications and Public Engagement  
Reports to:  Director of Communications and Public Engagement  
 
 
SUMMARY  
 
The National Museum of American Jewish History (NMAJH), on historic Independence Mall in 
Philadelphia, presents educational programs and experiences that preserve, explore, and celebrate the 
history of Jews in America. Its purpose is to connect Jews more closely to their heritage and to inspire in 
people of all backgrounds a greater appreciation for the diversity of the American Jewish experience and 
the freedoms to which Americans aspire.  
 
NMAJH’s vision is to be the preeminent national museum creatively teaching, interpreting, and inspiring 
dialogue about the American-Jewish experience in the context of American history. The Museum will be 
a force fueling the American spirit of courage and imagination, aspiration and hard work, leadership and 
service, through active engagement with the stories of American-Jewish life and tradition.  
 
Position Summary  
 
Reporting to the Director of Communications and Public Engagement, the Public Relations and Digital 
Content Manager plays a critical role in supporting the Museum’s attendance, awareness, engagement, 
and national footprint goals by managing the strategic planning and execution of media relations and 
key digital marketing initiatives (including website and social media) for all areas of the Museum 
including for special initiatives, such as Jewish American Heritage Month (JAHM) and Re:collection. 
 
Essential Duties and Responsibilities  
 
Public Relations:  

• Create strategic public relations plans for all major museum initiatives, including the core 
exhibition, collection, special exhibitions, public programs, education, visitor services, event 
rentals, and the Store, as well as for special initiatives such as Jewish American Heritage Month 
and Re:collection 

• Strategically and proactively pitch stories and follow up with writers and editors to obtain the 
best coverage possible.  

• Write, gain necessary approvals on, and judiciously distribute press releases and other press 
materials (fact sheets, image sheets, checklists, media alerts, invitations)  

• Create and maintain updated press kits. 
• Maintain website press room and image library.  
• Draft talking points and FAQs for internal and external use. Function as Museum spokesperson 

as assigned. 
• Schedule interviews, tours by press, photo ops, and press events. 
• Respond to all media requests and escorts photographers, reporters, and camerapersons 

through the Museum/at Museum events. Obtain photo permissions when necessary. 
• Liaise with Convention and Visitor’s Bureau and Visit Philly media relations in coordination of 

media visits – coordinate ticket requests and tours. 



• Collect press reviews and quotes that can be leveraged via other marketing and communications 
vehicles; Track media coverage. Report coverage to appropriate staff members, and create 
media coverage reports for board on a quarterly basis. 

• Manage Cision subscription and update press contacts/lists.  
• Other tasks as required. 

 
Digital Marketing: 

• Immerse oneself in all aspects of social media for the Museum – strategy, execution, and 
measurement. 

• Manage JAHM at NMAJH; manage its social media channels; maintain/update JAHM website 
and manage its redesign. 

• Maintain social media and website portion of Museum’s editorial calendar. 
• Maintain blog. 
• Perform routine updates to the website for all departments. Liaise with IT support as needed; 

day to day manager of more substantial website changes that may result from future website 
audit 

• Strategize and secure paid advertising on social media platforms. 
• Advise on strategy and support execution of monthly e-newsletters and Google Adwords as 

needed 
• Other tasks as required 

 
Other 

• Work with team to identify opportunities for – and help to coordinate and execute -- in-person 
and/or virtual public engagement opportunities through activations or special programs  

• Help supervise department intern(s) and assign tasks. 
 
Qualifications  

• Minimum of five years of public relations experience in positions of increasing responsibility  
• Strong relationships with reporters and editors covering arts and culture at national media 

outlets  
• Strong strategic and tactical understanding of digital media, including website user experience 

and best practices for key social media outlets (Facebook, Twitter, Instagram, Pinterest, Tumblr, 
YouTube, Vimeo, etc.)  

• A creative thinker with exceptional written and verbal communication skills  
• High level of organization and attention to detail even in a fast-paced, deadline-driven 

environment, with the ability to respond quickly and carefully 
• Enthusiastic and energetic team player with a “can do” attitude who is always looking for ways 

to improve the Museum’s earned media and digital media presence  
• Genuine interest in the mission of the Museum  
• Previous experience working in an arts and culture organization is preferred, but not necessary; 

interest in arts, culture, humanities a definite plus. 
 

NMAJH offers a comprehensive benefits package. Salary commensurate with experience.  NMAJH is an 
equal opportunity employer. 

TO APPLY: 

Send resume and cover letter with salary requirements by March 31 to nmajh-employment@nmajh.org 
using "PR and Digital Content Manager" in the subject line. No calls, please.  

mailto:nmajh-employment@nmajh.org

