
 
 

 
Job Title: Office Manager, Greenbelt Museum 
 
Reports to:  Friends of the Greenbelt Museum (FOGM) Board of Directors and 

Director of Historical Programs 
 
Principal Purpose of Job:  The primary responsibilities of this position are to 

provide office support to the Director and FOGM, 
including financial and data management, and 
perform other duties necessary to the daily operation 
of the museum office.  

 
Level of Authority: Performs duties under the guidance of the Director.  
 
Work Environment: Work to be performed at the Greenbelt Museum office and 

historic house.  
 
Essential Job Functions:  

1. Handle day-to-day communications, including phone calls, emails and 
letters. 

2. Draft letters and other documents for signature. 
3. Create, maintain and update Customer Relationship Management (CRM) 

database records for membership fees and donations; send reminders 
and keep track of membership renewals. 

4. Process checks for timely bill payment. 
5. Make bank deposits. 
6. Assist the Education and Volunteer Coordinator with scheduling 

volunteers to staff the museum’s historic house on Sundays, as needed.  
7. Assist with other special projects as needed. 
8. Assist with special events and other museum programs as needed. This 

may require additional evening and/or weekend hours. 
9. Coordinate with the City of Greenbelt to ensure the museum grounds are 

maintained. 
10. Other duties as assigned. 

 
Qualifications: 

1. Must have a BA (comparable experience may be substituted). A 
background in museums, nonprofit management or related field, or an MA 
is a plus. 

2. Must have strong organizational and planning skills. 
3. Must have experience with a broad range of administrative tasks, and 

preferably have previous office management experience. 



4. Must have excellent computer skills, with experience using word 
processing, spreadsheet and database software programs. CRM or 
museum collections management software experience a plus. 

5. Must have proven ability to work independently. 
6. Must have effective oral and written communications skills. 
7. Must have ability to establish and maintain effective work relationships 

and to deal effectively and courteously with other employees, volunteers 
and the public thorough oral and written mediums. 

8. Must be able to lift and carry objects and materials up to 25 lb.  
9. Must be able to maneuver stairs without difficulty. 

 
Hours & Pay: 

1. This position is for 10 hours per week, with a schedule to be agreed upon 
with the Director. 

2. The Office Manager may also be required to attend some evening events. 
 
Position pays $15.00 per hour, with no benefits. 
 
Submit a résumé with two references and letter of interest via email to 
museum@greenbeltmd.gov.  The subject line of the email must read “Office 
Manager Application.” No phone calls or drop-ins please. The deadline for 
applications is August 15, 2016.  
 
 
Greenbelt, Maryland is a National Historic Landmark planned community built by 
the Federal Government during the Great Depression. Greenbelt’s team of 
prominent planners and architects attempted to create a utopian community, 
using principles of garden city planning. The Museum includes an original 
International Style house near the town’s center.  The house has been restored 
and is furnished with objects from the 1930-1940s that a typical family would 
have used.  The historic house features furniture designed by the federal 
government.  The Museum’s historic house is located at 10B Crescent Road and 
is open Sundays 1-5, and by special appointment.  The Museum also presents 
interpretive exhibits in the Art Deco-style Community Center at 15 Crescent 
Road, which is open Monday - Saturday from 9 a.m. – 10 p.m. and Sundays from 
9 a.m. – 7 p.m. 


