
 

 
 

Position Announcement 
 
Museum Vision and Mission:  
MOHAI is treasured locally and respected nationally as a vibrant resource where history inspires us to be our best, 
individually and collectively. By collecting and preserving artifacts and stories of our diverse history, MOHAI 
highlights our regional tradition of innovation and imagination. Through compelling exhibits, scholarship, 
education, public programs, and community engagement, MOHAI bridges the past, present, and future. MOHAI is 
a place and a community of people with histories of successes and failures that: bind us together; amuse, disturb, 
and inspire us; inform and guide us; and deepen our connection with our heritage. 
 
Position Title:   Data Manager & Analyst 
Reports to:   Chief Financial Officer/Chief Operating Officer (CFO/COO) 
Location(s):   MOHAI, Resource Center at Georgetown & Lake Union Park’s historic Armory building 
Classification:   Exempt, Full-time, Salaried 
Benefits include:  Medical and dental insurance and eligible for participation in 403 (b) savings plan 
 
Position Description:  
The Data Manager & Analyst position is responsible for strategic analysis of the museum’s activities and 
environment as reflected in demographics, audience participation, membership, and geographic factors. 
Additionally, the position ensures the integrity of data and accessibility of information stored in the museum’s 
revenue database application. This position generates special reports, lists, and analyses for management, both 
routinely and upon request. Museum activity and data functions supported by this position include Admissions, 
Attendance, Contributions, Memberships, Events, Education, and Public Programs. Additionally, this position will: 
Train and assist staff, audit the data elements, manage interface between website and application, and generate 
research for Museum Directors. Possessing a strong sense of curiosity and a passion for learning new technology, 
the Data Manager & Analyst works collaboratively with staff and leadership throughout the museum to promote 
the mission and goals of MOHAI. This position is a member of the Finance and Operations Department. 

 
Key Responsibilities:  

 Revenue / CRM system subject matter expert (currently Blackbaud’s Altru), managing all aspects of the 
application including:  

a. Ongoing data monitoring, to ensure information is consistently and accurately entered. 

b. Empower staff members to use Altru system effectively, pertinent to their position requirements. 

c. Create custom queries and reports to be used for Development, Marketing, and Financial 
objectives including Annual Fund, Private Events, Public Programs, Memberships, Customer 
Relations Management (CRM), Donor Identification, Cultivation, and Stewardship.  

d. Develop, update, and maintain application policies and procedures for administration and for 
users in departments throughout the museum. 

e. Liaison between MOHAI and Blackbaud teams. 

 Produce monthly metrics reports (currently in Tableau) for Admissions, Attendance, Memberships, 
Development, Facility Rentals, Public Programs, and Education.  

 Conduct custom data analysis and demographic research as requested by the Executive Director, the 
Director of Development, and the Director of Marketing & Communications.  

  



 

 

 Manage data between the Altru database and various 3rd party applications, including the MOHAI website 
Greater Giving, and MailChimp. 

 Manage web-based forms for event registration, ticket sales, membership purchasing, etc.  

 Support the monthly financial reconciliation of Development activity. 

 Assist users in Development, Visitor Services, Public Programs and Education departments in the creation 
of segmented mailing lists.  

 Compile and analyze visitor and membership surveys. Analyze audience and market research data.  

 Perform other duties as required to meet data management & analysis goals.  
 
Required Qualifications:  

 Bachelor’s degree required; relevant work experience may be substituted.  

 A minimum of three years’ work experience in the field of data management and related operations.  

 Thorough knowledge of data management best practices and how to apply them. 

 Demonstrated success in data management to accomplish organizational goals.  

 Excellent skills in empowering staff members’ use of application systems, with ability to clearly explain 
technical concepts in writing and in person.  

 Work experience using a CRM application such as Raisers Edge or Altru. 

 Proficiency with Microsoft Office Suite: Word, Excel, etc.  

 Solid understanding of analysis software such as Tableau, and familiarity with relational databases. 

 Must have strong organizational skills, possess curiosity and good judgment, and be skilled at trouble-
shooting and problem-solving.  

 Must maintain strict confidentiality.  

 A team player, professional, accountable, and results oriented.  

 Desired: Experience with CSS, HTML, and open source CMS programs such as WordPress.  

 Enthusiasm for MOHAI’s exhibits, programs, and mission.  
 
Museum Overview:  
For more than 60 years, MOHAI has been dedicated to enriching lives by preserving, sharing, and teaching the 
diverse history of Seattle, the Puget Sound region and the nation. With a collection of nearly 4 million artifacts, 
photographs, oral histories and archival items, and an expansive schedule of exhibits and programs, MOHAI is the 
region’s premier history center. MOHAI operates a dramatic and award-winning museum in Lake Union Park in 
Seattle’s vibrant South Lake Union neighborhood, and a Resource Center in Seattle’s Georgetown neighborhood. 
MOHAI also hosts the Bezos Center for Innovation, focusing on the history and future of innovation in the Puget 
Sound region.  
 
MOHAI is accredited by the American Alliance of Museums, and is an official affiliate of the Smithsonian 
Institution. For more information, please visit www.mohai.org.  
 
To Apply:  
Please e-mail letter of interest, resume, and three references to:  
 

Human.Resources@mohai.org 
 
No phone calls, please. 
 
MOHAI is a 501(C)3 Organization and an Equal Opportunity Employer. 


