
 

 

 

OPERATIONS ASSISTANT 
 

OVERVIEW: Provide operations support to the Administrative Department. This 
position is part-time, 20 hours per week, Monday-Friday 1-5 PM.  

 
FLSA STATUS: Non-exempt      REPORTS TO: Manager of Administrative Services 
 
ESSENTIAL FUNCTIONS: 

1. Inventory, order and maintain office supplies at all locations. 

2. Record the Auto Attendant scripts, and when necessary, write the same. 

3. Update and maintain staff directories in the Maloney Board Room, DT Small 
Conference Room, DT Staff Entrance, DT Central Control, Art Studio, and Simons 
Boardroom kitchen. 

4. Assist staff in the marketing and selling of surplus equipment on Craigslist/Ebay. 

5. Fill in for the Receptionist and execute all his/her duties when requested by 
Supervisor. 

6. Perform special projects as assigned by the Manager of Administrative Services. 

7. Perform routine maintenance on copiers: remove paper jams, change toner 
cartridges, clean copiers, etc.   

8. Call service vendors as necessary. 

9. Keep Mailroom tidy. 

10. Update and maintain the Mailroom mailbox labels and directory at all locations. 

11. Fill in for the Mail and Loading Dock Clerk when requested by Supervisor. 

12. Assist with event setup and tear down. 

13. Assist with moving staff and reconfiguration of office spaces. 

14. Do light maintenance (painting, spackling, etc.) when requested. 

15. Perform other duties as assigned. 

 

QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. High school graduate and two years of college course work; or equivalent 
experience. 

2. Two years relevant experience with responsibilities in information formatting and 
processing, receptionist duties, and the use of office machines. 

3. Must possess a valid Washington State driver’s license. 
4. Ability to lift and carry up to 50 pounds. 
5. Excellent interpersonal, written and oral communication skills; ability to 

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

6. Accurate keyboarding skills (55 wpm minimum); demonstrated proficiency and 
accuracy using MS Office products, including Word, Excel, Access, Outlook, 
FrontPage and other software programs.  

7. Organizational ability with office management skills. 



 

 

8. Ability to take initiative, work independently or as part of a team; ability to motivate 
self and prioritize tasks. 

9. Ability to work with close attention to detail and to maintain confidentiality of sensitive 
information. 

10. Demonstrated ability to establish and maintain effective relationships with 
coworkers, vendors, and the public. 

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

