
The Masterworks Museum of Bermuda Art is seeking an exceptional person to fill a key position within a
small, dynamic team. Focusing on visitor experiences, development support and the membership and
volunteer programmes, this role is the linchpin of relationship building and tracking at the Museum. The
successful candidate will be responsible for ensuring high quality oversight of all aspects of the acquisition,
cultivation, and solicitation of general membership in addition to supporting volunteers and providing
direction, coordination, and consultation for all volunteer functions and visitor services within the Museum.
Reporting to the Executive Director, the position requires strong customer service skills to interact
successfully with members, volunteers, donors and visitors; with the ability to perform multiple tasks
simultaneously while maintaining a high level of accuracy and organization. 

The following is not an exhaustive list of the tasks handled by the Manager but highlights the main
responsibilities. The role is a full-time opportunity.

Work as a team member on a wide range of fundraising 
and engagement strategies for members and donors, at the 
direction of the Executive Director.

Facilitate all annual appeals for unrestricted support. 

Serve as primary donor stewardship contact for 
membership inquiries. 

Process new memberships and renewals, including the 
billing and collection of annual membership dues. 

Coordinate communications to members for new, renewed, 
and lapsed memberships. 

Create monthly reports regarding current membership 
status for the Executive Director. 

Maintain donor database records including electronic and 
hard files as well as various spreadsheets and logs. 

Manage the member life-cycle i.e. sale and payment, new 
member communications, member benefit administration 
and renewal process. 

Cultivate strong relationships with donors, by connecting in 
person and via phone and leading events targeting different 
member and donor groups. 

Work with Marketing to create and develop membership 
and donor marketing material e.g. letters, new member 
welcome packs, newsletters, e-communications, member 
questionnaires and brochures. 

Manage and develop membership and donor events in 
coordination with the Marketing Coordinator.

Other Duties and Responsibilities as assigned or needed. 

Membership and Development Responsibilities:

Ability to interact tactfully with volunteers, members, 
visitors, and donors.

Solid computer skills, including data entry proficiency, 
and intermediate or above skills with MS Word, 
Outlook, Excel, and donor management software.

Strong verbal communication and customer service 
skills, over the phone and in person. 

Demonstrated ability to work well under pressure. 

Ability to properly prioritize and perform multiple tasks 
simultaneously, while maintaining a high level of 
accuracy and organization. 

Ability to work well with a diverse group of staff and 
volunteers. 

Willingness to adjust hours to accommodate the needs 
of the job.

Committed to working collaboratively with colleagues to 
achieve common goals. 

Discretion and good judgment in processing and 
maintaining confidential information.

Knowledge and understanding of Masterworks 
Museum's mission, goals, and programmes, coupled 
with the ability to passionately communicate the 
information to constituents, members, and prospective 
donors. 

Support museum Vision and Strategic Plan, and act as 
museum representative in a professional and ethical 
manner. 

Skills and Capabilities:
       

 

Membership, Volunteer and Donor Relations Manager

Possess an Associate's or Bachelor’s Degree.

Have job-related experience working within an 
organization, such as working in a profit or non-profit 
environment, coordinating programmes, working with data 
entry and systems.

Education and Background:
    

Candidates are requested to email a cover letter, resume and at minimum, one 
employment reference and one personal reference to Risa Hunter, Executive Director at

 
risa@masterworksbermuda.org.

 
Closing date: June 3rd,  2022

Develop, promote, and maintain a wide range of 
volunteer opportunities within the organization 

Ensure volunteers are staffed to support the various 
areas of operations, including visitor service areas, 
exhibits and education, special events, development, 
and marketing/communications.

Conduct and/or arrange for volunteer/docent orientation 
and training.

Schedule all volunteer activity, including docent tours.

Develop and manage volunteer policies, procedures, 
and standards of volunteer service.

Organize and participate in volunteer recognition 
programmes and special events.

Evaluate all aspects of volunteer programmes to ensure 
effectiveness and to recommend/implement changes as 
appropriate.

Maintain accurate records and provide timely statistical 
and activity reports on volunteer participation to 
Executive Director.

Recruit, interview and place applicants for volunteer 
work.

Provide ongoing support and guidance for volunteers; 
acting as a single point of contact for communications.

Management of distribution of information relevant to 
volunteers such as letters, Museum practices, 
instructions, or other media, as appropriate.

Coordinate reservations for docent tours.

Work with volunteers and docents to manage/assist 
groups before they arrive and upon arrival to provide 
the best experience.

 Strategic Partnerships and Stakeholder Relations:

Full-time hours are estimated at 40 per week, 9a m – 5 pm 
Monday – Friday. 

Must be available evenings and/or weekends on an           
as-needed basis for special events and training

Hours
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