
 

FRIENDS OF THE GREENBELT MUSEUM, INC. 
 

 
Job Title: Office Manager/Bookkeeper 
 
Reports to: Friends of the Greenbelt Museum (FOGM) Board of  

Directors (note, this is not a City of Greenbelt  
position) 

 
Principal Purpose of Job: The primary responsibilities of this position are to 

provide office support to FOGM, including financial 
and data management, bookkeeping, and other duties 
necessary to the daily operation of the FOGM office.  

 
Level of Authority: The FOGM Board president assigns and reviews work; the 

incumbent works independently on office support tasks and 
assists FOGM on special projects. The incumbent will work 
closely with City Museum staff members as well. 

 
Work Environment: Work to be performed at the Greenbelt Museum office and 

historic house, although the ability to work from home is also 
feasible for a large portion of the job functions. 

 
Essential Job Functions:  

1. Work with FOGM accountant to track expenses and income using 
Quickbooks Online. Enter expenditures as they are incurred, and ensure 
that full documentation is entered and/or coded  in the system in time for 
the accountant to generate a monthly report.  Approx. 5 hours per week 

2. Create, maintain and update FOGM Customer Relationship Management 
(CRM) database records for membership fees and donations; send 
reminders and keep track of membership renewals, tracking lapsed 
memberships, and consistently following up to limit the number of lapsed 
memberships. Approx. 4 hours per week 

3. Make FOGM bank deposits, ensuring funds are deposited within 7 days of 
receipt.  Approx. 2 hours per week 

4. Handle day-to-day FOGM communications, including emails and letters, 
ensuring timely attention to all incoming communications, including prompt 
responses or follow-up with appropriate staff and/or board members. 
Approx. 1 hour per week 

5. Draft letters and other documents for signature by authorized FOGM 
officials, with attention to detail and excellent proofreading of documents. 
Approx.1 hour per week 

6. Collect mail from FOGM post office box on Ora Glen Drive in a timely 
manner, a minimum of once weekly.  Approx. 1 hour per week. 

 



 

7. Process checks for timely FOGM bill payment, ensuring bills and credit 
card statements are itemized and are paid within 7 days of receipt. 
Approx. 1 hours per week 

8. Other duties as assigned. This may include the occasion evening or 
weekend event.  

 
Qualifications: 

1. Must have a Bachelor’s degree or four years of applicable administrative 
experience. A background in museums or the nonprofit field is desirable. 

2. Experience in office management is required, and experience in 
performing a broad range of administrative tasks is desirable. 

3. Experience managing financial documents and records desirable. 
4. Must have excellent computer skills, with experience using word 

processing, spreadsheet and database software programs. CRM or 
accounting software experience is desirable, including Quickbooks Online 
and Bloomerang. 

5. Must have proven ability to work independently. 
6. Must have effective oral and written communications skills. 

 
Hours & Pay: 

1. This position is for 15 hours per week, with a schedule to be agreed upon 
with FOGM. 

 
Position pays $15.00 per hour, with no benefits. This is the organization’s only 
paid position, and there is no potential for promotion. 
 
Note: Due to the COVID-19 State of Emergency, all interviews will be held via 
web interface. 
 
Submit a résumé with two references and letter of interest to: Friends of the 
Greenbelt Museum, P. O. Box 25, Greenbelt, MD 20769 or via email to 
jen.ruffner@greenbeltmuseum.org.  The deadline for applications is October 9, 
2020.  
 
Greenbelt, Maryland is a National Historic Landmark planned community built by 
the Federal Government during the Great Depression. Greenbelt’s team of 
prominent planners and architects attempted to create a utopian community, 
using principles of garden city planning. The Greenbelt Museum is a partnership 
between the City of Greenbelt and the Friends of the Greenbelt Museum, and 
includes an original International Style house near the town’s center.  The house 
has been restored and is furnished with objects from the 1930-1940s that a 
typical family would have used.  The historic house features furniture designed 
by the federal government.  The Museum’s historic house is located at 10B 
Crescent Road and is open Sundays 1-5, and by special appointment (but is 
currently closed due to COVID-19).  The Museum also presents interpretive 

 



 

exhibits in the Art Deco-style Community Center at 15 Crescent Road, which is 
open daily from 9 a.m. – 9 p.m. (but is currently closed due to COVID-19), and is 
in the process of renovating 10A Crescent Road to become a visitor and 
education center. The Museum’s website is www.greenbeltmuseum.org . 

 

http://www.greenbeltmuseum.org/

