
 

 

INSTITUTIONAL GIVING ASSOCIATE, FOUNDATION AND GOVERNMENT RELATIONS-Part Time 
 

OVERVIEW: Supports the Institutional Giving team by developing and preparing proposals 
and reports to foundations and government agencies, researching new foundation and 
government prospects, and managing grant tracking and administration.  

 
FLSA STATUS: Non-Exempt  REPORTS TO: Institutional Giving Officer 
 
ESSENTIAL FUNCTIONS: 

1. Drafts proposals and reports to foundation and government funders, as assigned by 
Institutional Giving Officer. 

2. Works with finance and program staff to prepare budgets and track expenses on 
awarded grants in keeping with government regulations and foundation reporting 
requirements.  

3. Oversees grant administration including reviewing and submitting contracts, 
invoices, and other required documents, maintaining files, providing timely gift 
acknowledgment, and tracking information in Raiser’s Edge.  

4. Researches new foundation and government prospects. 

5. Maintains files on multi-year programs and projects. 

6. Coordinates preparation, assembly, and delivery of proposal documents. 

7. Assists Development department with events as needed. 
8. Perform other duties as assigned. 

 

QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. Bachelor’s degree in liberal arts, humanities, arts administration, business 
administration, or marketing; or equivalent experience. 

2. Two or more years of development experience, preferably in institutional giving. 

3. Excellent oral and written communication skills. Ability to write with clarity, speed, 
and attention to detail.  Ability to communicate effectively and to project a 
professional image when giving and taking information in writing, in person, and 
over the phone. 

4. Proven organizational skills. 

5. Ability to effectively and proactively manage a budget as well as read and 
understand financial reports. 

6. Must be highly motivated and able to function in a fast-paced environment. Ability 
to work successfully with a high degree of ambiguity and to maintain confidentiality 
of sensitive information 

7. Ability to take initiative and prioritize tasks; excellent time-management, problem-
prevention, and problem-solving skills. 

8. Ability to represent the Museum with a high level of integrity and professionalism.  

9. Demonstrated proficiency and accuracy using MS Office products, including Word, 
Excel, Access, Outlook and other software programs.   

10. Knowledge of databases preferable. 



 

 

11. Ability to 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://visitsam.org/careers for specific instructions on how to submit SAM employment 
application, cover letter and resume.   
 
Deadline: Open Until Filled 

http://visitsam.org/careers

