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JOB TITLE: Museum Resources Coordinator 
 
REPORTS TO: Executive Director 
 
OPENING DATE: September 28, 2021 
 
POSITION DESCRIPTION:  
 
Background 
Folsom Historical Society (FHS) is looking for an individual who can help us ramp up into the next 
chapter of our organization. The museum currently operates two sites, Folsom History Museum and 
Pioneer Village, an active living history makerspace. We are in the process of adding a third site; a house 
that belonged to one of the earliest Chinese American families of Folsom. FHS is now engaging in the 
process of strategic planning with the end goal of developing and executing a plan that leverages all three 
sites and associated programming into a sustainable, thriving family of museums. We are looking for an 
individual who can help us create and monitor processes/metrics for our current site; communicate our 
mission/vision both internally and externally to a variety of stakeholders; and assist us with our strategic 
planning process.  
 
Responsibilities 
The Museum Resources Coordinator will report to the Executive Director and work closely with the rest 
of the Folsom Historical Society team. Specific responsibilities include: 
 
Metric/Process Monitoring:  

• Assist the Executive Director in the development and monitoring metrics to measure the 
growth and impact of FHS initiatives. 

• Identify opportunities for improving all museum metrics. 
• Coordinate external benchmarking efforts. 
• Develops and implements appropriate measurement mechanisms that will  

provide data regarding the success/non-success of activities. 
• Facilitates the setting of fundraising goals, benchmarks and action plans. 

Communications:  
• Oversee production of periodic outreach publications, including the scheduling, writing, 

editing, and distribution. 
• Develop and coordinate the production of promotional materials related to fundraising and 

program activities. 
• Maintain and update website content and design. 
• Oversee social media presence on Facebook and Instagram. 
• Draft and distribute e-newsletters. 
• Assists in the planning and implementation of outreach efforts and events, i.e.  

community presentations, manning information booths, etc. 

Resource Development: 
• Work with Executive Director to conceive, plan, and implement multi-channel strategies for 

the cultivation, acquisition, and renewal of members and donors.  
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• Works with Executive Director, Staff and Board of Directors to create correspondences 
solicitation, updates, recognition, and acknowledgement to cultivate existing and new donor 
relationships. 

• Coordinate all aspects of the membership program, including acquisition, retention, gift 
processing, database management, and member servicing to achieve membership goals. 

• Establish membership levels and benefits to optimize member engagement, retention, and 
recruitment and to foster a sense of community at the museum(s). 

• Works with staff and board members as appropriate to plan and implement special events, 
membership events, and donor recognition events.  

Other duties: 
• Assist FHS staff with administrative functions as needed. 

 
Requirements: 

• Bachelor’s degree or equivalent. 
• At least two years of experience working in a museum or other non-profit environment (may 

include time spent in internships and volunteer work). 
• Highly organized, thorough, and detail-oriented 
• Organizational and time management skills. 
• Proficiency in Word, Excel, Access, Power Point and other applicable software.  
• Excellent analytical and problem-solving skills.  
• Demonstrate effective verbal and written communication skills. 
• Exceptional organizational skills to prioritize multiple activities and  

responsibilities. 
• Ability to work independently to meet multiple project deadlines as well as  

collaboratively in a small office as a team player. 
• Ability to follow through on oral and written instructions. 
• Success working in partnership with a staff and volunteers of diverse personalities,  

education levels and talents. 
• Availability to work occasional evenings and weekends; and 
• Creativity, inquisitiveness, flexibility, and good humor 

 
 

Addition preferred skills and experience: 
• Demonstrated understanding of non-profit management and museum operational models. 
• Prior experience in developing promotional materials such as brochures, fact sheets, 

newsletters, and press releases. 
• Experience working with a donor database or customer relationship management (CRM) 

software. 
• Experience with direct mail campaigns. 

 
 

To Apply 
This is a full-time, non-exempt position with occasional weekend and evening hours required. The 
starting salary $35,000 to $38,000. Benefits package includes two weeks’ vacation, federal holidays and 
sick leave. To apply, please email your resume and cover letter to Rita Mukherjee Hoffstadt, Executive 
Director at director@Folsomhistoricalsociety.org. Please include “Application for Museum Resources 
Coordinator” in the subject line. No phone calls please. All applicants will be notified that their 
application has been received. Selected applicants will be contacted for telephone and/or in-person 
interviews. 


