
 

 

 

SAM FUND and PREMIER MEMBERSHIP MANAGER 
 
 

OVERVIEW: Work with the Director of Membership and Annual Giving to create 
campaign strategies and operating plans for SAM Fund and oversee the 
stewardship and cultivation of SAM’s Premier membership program.  
Manage Membership Department in Director’s absence. 

 
FLSA STATUS: Exempt REPORTS TO: Director of Membership and Annual Giving 
 
ESSENTIAL FUNCTIONS: 
SAM Fund 

1. Prepares regular revenue and expense projections and reports. 
2. Manages SAM Fund acquisition, renewal, and upgrade campaigns.   
3. Manages pledge program and supervises follow-up of outstanding pledges. 
4. Initiates and develops new strategies and evaluates results. 
5. Writes and oversees production of printed materials for areas of responsibilities 

including solicitations, gift acknowledgements, invitation copy, articles for museum 
publications and other promotional materials. 

6. Oversees gift acknowledgments, fulfillments of benefits, donor stewardship, and 
recognition. 

 
Premier Membership 
7. Develops and implements benefits and events for Premier members, which includes 

production of printed materials, managing event logistics and managing event 
budgets. 

8. Develops and implements stewardship plan for the Premier program. 
9. Develops and implements upgrade strategies to acquire new Premier Members. 

10. Oversees the General and Premier membership fulfillment program ensuring 
coordination between Sam and the mailhouse, and in-house fulfillment. 

11. Manage the Membership and SAM Fund Coordinator. 
12. Assists with all membership events and initiatives as needed. 
13. Oversees the Membership Department in the absence of the Membership Director. 
14. Performs other duties as assigned. 
 

QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

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

2. Three years’ experience in membership/development, including strong event 
planning and customer service knowledge. 

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

4. Experience supervising staff and volunteers. 



 

 

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

7. Ability to work well under pressure and to coordinate and implement multiple tasks 
simultaneously. 

8. Knowledge of marketing methodologies. 
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 Board 
members, key donors, executives, management, employees, and the public. 

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

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

13. Organizational ability with strong management and supervisory skills. 
14. 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

