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POSITION DESCRIPTION 

POSITION TITLE: Development Associate, Special Events 

DEPARTMENT: Development 

SUPERVISOR: Assistant Director, Special Events 

DIRECT REPORTS: none 

LAST REVISION DATE: September 2021 

 
The Development Associate, Special Events supports the Assistant Director of Special Events in event 
planning for MAM’s Development Department, with a focus on raising funds through the fall fundraiser, the 
annual spring Gala, and other events throughout the year. This candidate must bring to the position maturity, 
professionalism, creativity, and the ability to manage several projects at one time. In order to be successful, 
the candidate must be highly organized, manage logistics and details with ease, and bring exceptional 
interpersonal skills. This position offers the opportunity for the candidate to learn fundraising and experiential 
marketing and develop transferable skills. This position is full-time with occasional hours on evenings and 
weekends. 
 
 
ESSENTIAL RESPOSNIBILITIES: 
 

• Event planning:  
o Help coordinate calendar of special events in collaboration with the Assistant Director of Special 

Events 
o Support aspects of the live and silent auctions and/or raffle including tracking of all solicitations 

and procured items for the fall fundraiser and Annual Spring Gala  
o Support event journal production for Annual Spring Gala, including solicitations, tracking, and 

conducting research to expand outreach 
o Support and organize a roster of floral designers for a biennial Art in Bloom event 
o Prepare meeting materials, including PowerPoints, for Event Committee Meetings 

o Prepare setup sheets, run of show documents, contact sheets, booking and vendor agreements, 

and other event-related documents 

• Database and Gift entry:  
o Update and manage donor lists related to special events 
o Process Gift-in-Kind forms and ticket purchases in Tessitura database, and prepare formal 

acknowledgement letters 
o Knowledge of Tessitura or other Customer Relationship Management (CRM) database preferred 

 

• Communication:  
o Maintain excellent communication and relationships with development staff, volunteers, vendors, 

sponsors, and other community partners 
o Act as liaison with other Museum departments and attend monthly calendar meetings 
o Provide support for special event publicity efforts and printed material 
o Superb customer service, collegiality and discretion 
o Organizational skills, and attention to detail a must 
o Sense of grace under pressure 
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REQUIREMENTS: 
 
Education and Training: Bachelor’s degree and related experience, which can include internships, part 
time or summer work while in high school and/or college (0-3 years of experience). 
 
Work Experience: This is an entry level position for a candidate interested in the arts, events, fundraising, 
and/or museum field. 
 
Skills and Abilities: Highly Proficient in Word, Excel, PowerPoint, internet usage. Must be detailed oriented 
and have excellent organizational skills plus excellent phone/people skills. The ability to work well as part of 
a team, as well as independently, is required. Also must be able to function well in a fast-paced environment; 
with speed and accuracy under pressure. Database/CRM knowledge helpful. 
 
 
WORKING CONDITIONS: 
 
Physical demands: occasional late evenings with advanced notice; sitting, walking, standing, climbing 
stairs, lifting/carrying (up to 5-10 pounds). 
 
 
COMPENSATION and BENEFITS: 
 
Annual Salary: $36,000  
 
Benefits: As a full-time employee of the Museum you will be eligible for health benefits including medical, 
vision, and dental insurance.  

 
APPLICATIONS:  
 
Please submit a cover letter and resume with a list of references to 

developmentpositions@montclairartmuseum.org with the subject: Special Events Associate. No phone 
calls please.   
 
The Montclair Art Museum, as a community-centered institution, is unequivocal in our stance 
against racism and injustice in all of its forms. MAM strives to maintain an environment that fosters 
productivity, creativity, and individual satisfaction by celebrating the many diverse traits of our 
community, which includes but is not limited to race, gender, nationality, age, religion, sexual 
orientation, and physical abilities. We see the arts as playing a critical role as a medium of 
observation, insight, education, articulation, and advocacy and seek to provide a platform for facing 
tough issues in our society as expressed through art. We seek candidates who combine a 
commitment to excellence in their field with a passion for this role for the arts and have creative 
ideas on how our exhibitions and programs can serve as an agent for societal change.  
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