
 

 

JOB TITLE  Campaign Associate  
 

OVERVIEW: Seattle Art Museum is seeking an energetic, organized and self-directed 
individual to play a key role in our Development team. This individual 
will coordinate outreach activities related to the Asian Art Museum’s 
capital campaign, assist with campaign strategies, and serve as a 
connector between all aspects of campaign management. With natural 
overlap between campaign and major gifts outreach, this individual will 
also provide support to SAM’s major gifts program. This position is 
expected to be full-time for a three year term, with possibility of 
extension. 

FLSA STATUS: Exempt  REPORTS TO: Major Gifts Officer  
 
ESSENTIAL FUNCTIONS: 

1. Work with senior staff, board, and committee members to coordinate activities 
related to the Asian Art Museum capital campaign. Support Major Gifts Officer and 
Director of Development to track donor/prospect activities, prepare briefings, 
create supporting documents, and generate call outlines, reports, and other 
materials as necessary. 
 

2. Manage activities related to the capital campaign committee. Serve as a liaison 
between the board committee and the museum staff. Track campaign progress to 
goal and prepare progress reports for the committee, create meeting agendas, and 
document meeting minutes. Serve as an internal nexus for the campaign, helping to 
make sure all museum divisions are equally informed and working together. 

 
3. Utilizing the Museum’s information management and donor stewardship software 

(The Raiser’s Edge) manage gifts to the Campaign and Major Gifts program, 
prepare gift acknowledgements, and maintain accurate records. Track donor 
acknowledgements as appropriate, including naming opportunities and campaign 
donor roll calls.   
 

4. Plan and execute Capital Campaign and Major Gifts cultivation events in tandem 
with the Special Events team. 

 
5. Working closely with the Marketing team, identify key community events at which 

to represent the museum. Manage activities related to this community outreach, 
including event attendance and volunteer management.  
 

6. Perform other duties as assigned.   
 

QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. Minimum three to five years professional level development experience in a not-for-
profit setting, particularly individual giving and/or major fundraising campaign 
experience. The ideal candidate will also have solid experience working directly with 
board and/or committee members.   

 



 

 

2. Bachelor’s degree in liberal arts, arts, business administration, or the equivalent 
education/experience. 

 
3. Demonstrated knowledge of a full range of fundraising practices, including 

development cycles, prospect management policies and practices, and database 
management. 

 
4. Excellent oral and written communication skills; ability to communicate effectively 

and to project a professional image when giving and taking information in writing, in 
person, and over the phone. 

 
5. Demonstrated proficiency and expertise using a wide range of MS Office products 

including Word, Excel, Project, Access and other software applications.  Must be 
savvy in using the internet as a tool for research. Experience with Raisers Edge 
desired. 

 
6. Demonstrated ability to assess priorities, manage multiple projects simultaneously, 

and work well under pressure, with excellent time management, problem solving 
and analytical skills. 
 

7. Demonstrated ability to work with volunteers, the public, and co-workers 
professionally and tactfully, represent the museum with a high level of integrity and 
professionalism, adhere to Museum policies, 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: March 20, 2015 

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

