
National Museum of American Jewish History 
Senior Manager, Donor Relations and Special Events Job Description 

SUMMARY  
Organization 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 Development, the Senior Manager, Donor Relations and Special Events will 
help oversee the Museum’s donor stewardship activities and special events. The position will plan, 
organize, and implement special events and activities in support of the Museum’s contributed income 
goals. These include annual galas in Philadelphia and New York (raising $1.4M+ combined), exhibition 
openings, and donor cultivation and recognition events. The Senior Manager, Donor Relations and 
Special Events will be expected to anticipate project needs, discern work priorities, meet deadlines with 
little supervision, and be willing to work periodic evenings and weekends. The staff member in this 
position should have a passion for both the Museum’s mission and event management, provide 
outstanding customer service, project professionalism and enthusiasm, and be able to build 
relationships with internal and external customers. 

ESSENTIAL DUTIES & RESPONSIBILITIES 
Event Planning, Production, and Administration 
• Gather information on each project to achieve quality event productions. Create detailed event

timelines.
• Conduct research, make site visits, and find resources to help make decisions about event

possibilities. Attend volunteer/committee meetings; Send follow‐up summaries and track progress.
• Research and secure event sites and vendors. Help negotiate space contracts and book event space,

arrange food and beverage, order supplies and audiovisual equipment, make travel arrangements,
and ensure appropriate décor (florals, linens, color schemes, etc.) to meet the quality expectations
of NMAJH.

• Prepare and monitor event budgets. Provide periodic progress reports to the CEO and Director of
Development for each event. Track event finances including check requests, invoicing, and
reporting.

• Act as a liaison with vendors on event‐related matters. Review and modify event contracts as
needed.

• Create and revise room layouts. Prepare nametags, materials, packages, gift bags, registration lists,
seating cards, etc. Manage on‐site production for events. Close out all events.

• Design and draft invitation copy and other print collateral and track RSVPs.
• Propose new ideas to improve the event planning and implementation process.



Donor Relations 
• Identify, cultivate, and solicit philanthropic support by developing and maintaining a portfolio of ~30

individuals and corporations, securing gifts at various levels.
• Assist in refining fundraising strategies and methods or activities to ensure proper

acknowledgement, recognition, and stewardship of donors.
• Participate in special projects and other duties as assigned, including membership activities.

QUALIFICATIONS 
• Bachelor’s degree and 5 years of fundraising and/or non‐profit events planning experience.
• Outstanding project and events‐management skills.
• Comfortable with working under tight deadlines.
• Excellent communication skills, including writing, proof reading skills, and speaking.
• Ability to manage multiple projects and work assignments.
• Excellent interpersonal skills both in person and by phone, with high professionalism.
• Outstanding customer service ethic and high expectations for quality.
• Ability to work both independently and as part of a team.
• Calm and personable under pressure.
• Ability to work nights and weekends and willingness to travel as needed.
• Proficient using the latest versions of Microsoft Word, Excel, PowerPoint, and mail merges; email

and web searches.
• Experience in software management and database reporting. Familiarity with Raisers Edge

prospect/financial management software a plus.

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

To apply, send resume and cover letter with salary requirements by June 8, 2018 to nmajh‐
employment@nmajh.org using “Senior Manager, Donor Relations and Special Events” in the subject 
line. No calls, please. 
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