
 

 

 

 

 

 

 

 

Community Programs & Communications Coordinator  

Reports to Executive Director 

 

Sandy Spring Museum: 

Sandy Spring Museum is a private, independently-operated museum located between Washington, DC 

and Baltimore.  The museum serves as a catalyst for community building by facilitating opportunities for 

creative engagement.  Originally established as a history museum, we now focus on providing a sense of 

place by supporting community-generated cultural arts programming.  The museum is also the state-

designated Regional Folklife Center.  Our goal is to become a key place for the community to gather and 

build social cohesion. During the past 9 years, the museum’s budget and staff have tripled in size. We 

seek to continue this trajectory by hiring a Community Programs & Communications Coordinator with a 

passion for a grassroots, community-focused organizing, who brings energy, enthusiasm, and a creative, 

entrepreneurial approach to their work.  

 

Community-generated activities are those that are created in partnership with community members.  

Partners can be individuals or groups, professionals or laypeople.  We offer partners professional 

support and collaboratively help them bring their creative vision to life, to benefit the entire community.  

 

Job Description: 

The successful Community Programs and Communications Coordinator will lead the administration of all 

public programs at museum while maintaining a commitment to our community-generated mission by  

(1) working with community partners to bring their ideas to fruition,  

(2) building awareness of the museum’s services,  

(3) driving attendance to the museum, building the number of visitors, members, collaborative partners 

and supporters.  

 

Primary responsibilities: 

Vision  

 Help execute Sandy Spring Museum’s vision of being a community-generated museum so that 

anyone in the community feels comfortable submitting an idea for a program, exhibit, event, 

etc. 

 Execute marketing and outreach efforts that communicate the character, ideals, and mission of 

the museum to wide-ranging audiences from members, businesses, community stakeholders 

and the general public. 

 



Programming 

 Oversee the creation of community-driven exhibits, programs, events and workshops in tandem 

with partners, staff and interns. 

 Work directly with community partners in order to assess program ideas and create a plan for 

successful execution using the Museum’s resources to their fullest extent. 

 Working collaboratively with community partners, execute ideas from start to finish, 

documenting in writing the arrangement with each community partner. 

 Coordinate internal museum programs (those not co-created with the community), such as the 

monthly speaker series, and virtual transcribe-a-thons. 

 Serve as the program and marketing team member for large special events like the annual 

Strawberry Festival.   

 

Communications 

 Manage website content, digital media including campaigns 

 Implement multi-faceted communications plans by defining target audiences, determining 

strategy on cultural arts/non-profit trends using focus groups, surveys and industry data. 

 Maintain collaborative relationships with media, key business partners, promotional partners, 

organizations and other key community players 

 

Ongoing Activities  

 Track and report data such as website traffic, interactions on social media, and program 

attendance on a monthly basis, using tools such as Google Analytics, etc. 

 
Required 

 Bachelor’s degree required 

 Minimum 2 years-experience in museum programming  

 Demonstrated ability to successfully manage online communications (e.g. websites, social 

media) 

 Excellent demonstrable tech skills, including the ability to quickly learn new software and 

applications;  facility with Microsoft Office suite and social media platforms 

 Demonstrated ability to work independently, prioritize, and manage multiple, diverse and 

competing priorities while meeting deadlines. 

 Strong project management and problem-solving skills and demonstrated ability to work in a 

demanding environment. 

 Ability to be flexible and change plans as needed when new information is acquired. 

 Demonstrated excellence in verbal and written communication skills 

 Familiarity with arts and culture industry 

 

Desired 

 Multilingual 

 Background in community collaborative work or creative placemaking 

 



This is a full-time, non-exempt position for 37.5 hours/week. Salary is commensurate with experience.  

While most hours are worked between 9am – 5pm on weekdays, it will be necessary to attend some 

evening and weekend events.  Proof of a COVID-19 vaccine is required.  Partial remote work will be 

considered. Payroll is processed once a month and all employees are required to have direct deposit.  

Benefits include paid vacation and sick leave, a SIMPLE IRA, and an employee-paid health insurance 

plan.   Maryland is an employment-at-will state.   

 

To apply, please send a single PDF with a cover letter detailing your relevant experience, a resume, and 

three references to aweiss@sandyspringmuseum.org.  Applications will be reviewed as they are 

received.   
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