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Program and Events Manager Job Description

MarinMOCA, currently celebrating its 35th year, is located at 500 Palm Drive in Hamilton. The Museum is in the officers’ headquarters of the former Hamilton Air Force base, a beautiful campus with 1930’s Spanish architecture. MarinMOCA operates a 3-room gallery, 58 artist studios, an adult education program teaching 200 studio art classes annually, a public school enrichment program for every 4th grader in Novato, a Museum Store, outreach programs for at risk youth, and over 15 exceptional art exhibitions annually. MarinMOCA has been voted “Best Museum in Marin” for three years running.

Job Description
The goal of the Program and Events Manager is to increase MarinMOCA’s service to the community through education and outreach programs.
The role requires approximately 12 hours a week. One of these days will be at the Museum and one day can be working from home. About 30% of the hours will be spent supervising events that occur in the early evening and/or on weekends. 

The Program and Events manager will:

· Manage Young Artist membership program, including program design, recruitment and events
· Plan and supervise outdoor reception(s) which occur on Saturday evenings in the summer/fall
· Liaison with our corporate sponsors for the purpose of planning evening client receptions at the museum (2-3x year)
· Plan and coordinate programs which attract and serve young professionals 
· Plan and coordinate programs which attract and serve families with children

Required Experience:

· Minimum of two years of project management experience involving volunteers. A track record of ideation and success in implementing new programs.
· Recent experience managing educational programs for children or adults.
· Ability to set and manage a budget.
· Excellent communication skills and a track record of supervising people.
· Work experience in the non-profit sector, especially with museums, is a plus.
· Knowledge of contemporary art is helpful.
· Good physical shape, as the role involves setting up tables and chairs.

Compensation
Compensation is negotiable and will be paid on an hourly basis. No benefits are included, unfortunately. 

To apply
Send a cover letter and resume to Executive Director, Nancy Rehkopf, at nancy@marinmoca.org.

Thank you!

[Type text]	[Type text]	[Type text]
1

500 Palm Drive, Novato CA 94949                                                        
  Phone 415.506.0137     www.marinmoca.org
Tax ID #94-3150850
	
image1.jpeg
MOCA Museum of Contemporary Art





EISIIMOCA . s oo -

Prgrom and st Manoge: Jobbescrpton

MorMOCA curenty casbotng 535y sioceid o 007
Drvanviamion T oo & 1 ofco asauors ol o
Sochre MAIOCA Spacle & 0m Gy S8 0505 on
‘0 saucaton progameochng 20 oo o ces T, &
ki ot atermot st ooy & rocr e o
s S S ogrons o ot ok youm vt 15
aptins ot s oo NS R oo vied 80t

o0 Descrpton
1G53l herogmons vers ongers o e MaTAOCA'S
sovca o T commnty o 00vconon o Sutoocn ogr

Tl o oot 5 e o k. O o i o
rha st on Gy 6o ba kg Yo h. At %l
ot b rt penin vt S ey v
okt

T Pogram o uars monoger il

B T am———
P

- P sparise o ocapIon] e oG on SISOY
S g iy

- Lonon v oo poros o e ppose o oo
e ey
sy

- Foand cooinoeprogams wichaoctand e fomies wih

Hoqured xperence:

- M of e yoosof profctmoregonent erpetence ol
Vonimaa Aok eeard o Saoron 8 et AT
et omerce managng saicaton oo b g o




