
 

 

 

 
 
 
 
 

 

Associate Director of Development 
 
Nestled amidst towering conifers, Pacific Bonsai Museum connects people to nature through the living 
art of bonsai. Located in Federal Way, Washington in a grand outdoor setting with the elegance of a fine 
art museum, the Museum boasts over 150 bonsai and the most diverse public collection in North 
America.  
 
Position Summary  
Reporting to the Executive Director, the Associate Director of Development works in partnership with 
Museum leaders, and community volunteers to drive growth and success at the Museum. This individual 
is primarily responsible for implementing and managing Museums events and annual fundraising 
appeals while supporting other fundraising activities as needed. This position is charged with ensuring 
that events and activities are well-managed and executed in a timely, cost-effective manner.  
 
Essential Functions and Responsibilities 

 Collaborate with the Executive Director and Museum leadership to work towards strategic 
fundraising, earned income, and event goals.  

 Oversee, implement, and evaluate all aspects of outward-facing Museum events, including 
Branch Out, the signature fundraising event, open-house events with Museum pop-up shops, 
Bonsai Basics classes, Museum rentals, and constituent receptions.  

 Manage the execution, budget tracking, and follow up on all museum events, ensuring that all 
events are produced on time and on budget.  

 Build a compelling vision and plan to deepen relationships with vendors, speakers, guests, 
volunteers, and sponsors.  

 Assist with Corporate Sponsorship solicitations, and benefit fulfillment. 

 Lead volunteer and docent recruitment, training, and scheduling.   

 Maintain complete and accurate records for fundraising events, programs, and activities. 

 Lead the annual fund campaigns including content development, managing donor lists, 
maintaining donor records, accurate donor reporting and other data needed for fundraising 
activities.  

 Prepares and create mailing lists for annual appeals, track progress against previous years. 

 Other duties as assigned.  

What you’ll bring 

Mission-driven: Demonstrates commitment to the mission of Pacific Bonsai Museum.  

Equity mindset: Demonstrates the values of anti-racist; fosters an inclusive environment.  

Communication: Uses skillful written and oral communication with staff, volunteers, and guests. 

Adaptability: A creative thinker who adapts and responds to change; proactively seeks 
opportunities to be supportive of change that serves our mission. 



 

 

Ownership and quality of work: Manages own work, and work of fellow staff or volunteers 
when relevant, ensuring delivery of successful outcomes. 

Job requirements 

 Demonstrated nonprofit fundraising knowledge through work experience or education 
 Minimum 2 years of event management experience 
 Minimum 2 year of database/ CRM experience 
 Experience with volunteer management 
 Experience with writing, communications, and copywriting 
 Experience with Microsoft Office or Google suite of products 
 Position includes working outdoors for hours at a time  
 Position requires bending, lifting, and carrying up to 40 pounds 

Compensation and Benefits 

Salary Range: $51,000 - $60,000 annually, depending on experience. This is a full-time, exempt, 40 hour 
a week salaried position with hybrid/remote work. Schedule will regularly include 2 days a week at the 
museum, with more on-site work as needed for events. Some weekends and evenings are required. 
Flexible work from home hours.  

Pacific Bonsai Museum provides robust, fully-employer paid medical, dental, and vision benefits. We 
offer SIMPLE IRA matching up to 3%. We promote a work-life balance and offer 160 hours (4 weeks) of 
Paid Time Off (PTO) along with 15 paid Holidays annually.  

Application Deadline: February 1, 2023.  

To Apply: Please send the following materials to careers@pacificbonsaimuseum.org with subject line 
Associate Director_Your Name 

 Send a current resume and cover letter specifically describing how your experience, skills, and 
values fit with this position and Pacific Bonsai Museum. 

 Provide brief statement describing your experience engaging with issues involving diversity, 
equity, and inclusion.  

 Include two professional references and two personal references.  

 

Applicants will be contacted via email if determined to meet the qualifications of the position.  
 
 
Pacific Bonsai Museum is an equal opportunity employer. BIPOC and LGBTQIA+ encouraged to apply. All 
qualified applicants will receive consideration for employment without regard to race, color, religion, 
sex, sexual orientation, gender identity, national origin, age, or protected veteran or disabled status.  


