
 

 

 

 

 

Director, Special Events & Facility Rentals 

Reports to Executive Director 

Supervises: Museum manager  

 

Sandy Spring Museum Description: 

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

and Baltimore.  The Museum supports community-driven cultural arts and educational programs in 

order to build a sense of place and belonging.  The Museum is in an exciting period of growth, 

embarking on a new master plan and leveraging its resources to accommodate expanded community 

participation.  This position is responsible for creating memorable experiences for guests – those 

attending Museum-hosted special events, and those attending private events.  Special events are those 

whose primary function is fundraising and/or donor cultivation, or those activities that will attract a 

large audience (e.g. Summer Beer and Wine Gardens), and are generally not strictly defined as 

educational, (e.g History Happy Hours, WondeRoom activities, most small partner events)  

POSITION SUMMARY 

The Director, Special Events & Facility Rentals has two main responsibilities: (1) producing and managing 
all special events for the museum including exhibit openings, donor cultivation events, fundraising 
events (like Strawberry Festival, special programming, community receptions, and other friend-
making/brand-building/ fundraising opportunities; (1a) supervising infrastructure support for programs; 
and (2) managing all private facility rentals.  
 

Special Events 

Build earned and contributed income through the conceptualization and management of an annual 
portfolio of events, planned and run in collaboration with staff and volunteers.  

 Use creativity to execute the artistic vision of events 

 Establish event budgets, attendance and income goals. 

 Create timelines for all events from conception to execution. 

 Manage infrastructure requirements for all events.   

 Working with Museum Manager, assure for sufficient staff for event coverage. 

 

 



Facility Rentals 
Build earned income through the promotion and rental of the Sandy Spring Museum’s 
multiple spaces to external organizations and individuals. 
 

 Serve as the Museum’s representative and point person for all facility rentals, “selling” the museum 
facility, ensuring a positive rental experience, and increasing repeat business.  

 Create plans for marketing the facilities and driving sales and create new rental opportunities (such 
as birthday packages) 

 With assistance from Museum Manager, plan for adequate staff coverage, infrastructure set up, and 
so on. 

 By September 30 of each year, share monthly private rental income projections with executive 
director for following year’s budget. 
 

Administration 
 Develop and manage individual event budgets with target goals, and participate in annual budget 

planning  
 Ensure internal facility use calendar is current and accurate  
 Keep museum database up to date with contact information of vendors, renters, and partners 
 Maintain digital files of all contracts (vendors, renters, etc) 
 Ensure the procurement of all permits, insurance and ensure compliance with all terms of rental 

agreements for the safe and sustainable use of the facility. 
 Secure all vendors and contracts; process all invoices  
 Manage infrastructure requirements, arranging for set up and break down of tables, chairs and 

other amenities for special events and private rentals; renting equipment as needed. 
 Other duties as assigned. 

REQUIRED EXPERIENCE/EDUCATION 

 A minimum of five years’ experience in creating and implementing events that promote the brand of 
a unique venue and enhance the visitor experience, and that generate both earned and contributed 
revenue. 

 A minimum of three years managing facility rentals/private events at a private busines or nonprofit 
organization 

 Specific experience in event logistics such as permitting, parking, vendor sales, ticket sales, and 
vendor negotiations. 

 A minimum of three years planning and implementing fundraising and donor cultivation events and 
membership programs. 

 Previous experience with inspiring volunteers, co-workers, and sponsors to participate in event 
planning and implementation. 

 Bachelors degree 

REQUIRED SKILLS 

 Exemplary customer service skills and a strong sales focus. 



 The ability to communicate effectively, both in writing and verbally, with people at all levels of an 
organization 

 Excellent negotiation skills 
 Knowledge of catering, banquet and event planning best practices 
 Ability to oversee and coordinate contractors and services relating to events 
 Proven ability to manage multiple tasks while working independently 
 Excellent attention to detail 
 Proficiency with MS Office Suite. Some familiarity with membership databases and ability to learn 

new database quickly. 

CONDITIONS OF EMPLOYMENT 

 Base salary with negotiated bonus structure for meeting sales projections. 
 37.5 hours a week, with expected evening and weekend hours. 
 Fulltime, exempt position.   
 Generous vacation time, 8 federal holidays, and paid sick leave.  
 Ability to participate in a group health plan. Employee pays for 100% of premiums.   
 SIMPLE IRA 
 Payroll is processed monthly and direct deposit is required. 
 Maryland is an employ-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. 

 
 

 
 

https://www.irs.gov/retirement-plans/plan-sponsor/simple-ira-plan

