
OFFICE MANAGER  

Last Updated: June 5, 2019 

Full-time, Salary, Exempt 
Reports to: Executive Director 

Evening/weekend Availability: Required 

DESCRIPTION 

Incorporated in 1987, The Children’s Museum of Memphis (CMOM) creates memorable learning 

experiences through the joy of play in hands-on exhibits and programs. The museum holds dear its role 

as a treasured community asset to children and families: We curate more than 30 vibrant exhibits fine-

tuned to early learning, and we oversee a trove of programs and special events that celebrate and 

enhance the childhood experience in a hands-on way. 

CMOM is currently looking for a senior, highly skilled administrative professional to join our team as the 

museum’s Office Manager. This role is for an individual who thrives in a dynamic, multi-tasking 

environment and has a passion for creating and continually fine-tuning the efficient, elegant systems 

and processes that undergird any great business environment.  

Please note:  A well-developed cover letter and resume are mandatory for this application. 

Compensation: $38k+, commensurate with experience. 

Closing Date: June 21, 2019 

RESPONSIBILITIES INCLUDE 

1. Maintaining an efficient, upbeat working environment for museum staff 

2. Overseeing membership operations 

3. Developing and overseeing processes for onsite customer feedback and analysis 

4. Assisting in the coordination of fundraising events and museum special events 

5. Providing back-up support to the HR Manager for payroll processing and hiring 

6. Providing back-up support to Carousel Event Sales and Operations Manager for event space 

sales and execution 

7. Other duties as assigned 

EDUCATION AND PRIOR EXPERIENCE 

1. Bachelor’s degree 

2. Minimum of five years’ experience in an office or administrative capacity, including HR, 

bookkeeping and customer service responsibilities 

3. Experience with one or more database software applications in a business environment 

SKILLS  
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1. Strong, clear communication skills: written and oral 

2. Customer service 

3. Payroll 

4. Budgeting 

5. Bookkeeping 

6. Procurement: researching vendors, negotiating pricing, overseeing contracts 

7. Proficiency with database software: data entry, analysis, report design & generation 

8. High proficiency with Microsoft Office applications, especially Outlook, Word, and Excel 

9. Highest attention to detail 

OTHER CHARACTERISTICS 

1. High energy. Approachable, with a penchant for troubleshooting, problem solving, and making 

systems better.  

2. Ability to manage competing priorities. 

3. Commitment to excellence. Works both independently and as a member of the CMOM team to 

fine-tune the work at hand while also championing a state-of-the-art future CMOM. 

4. Interpersonal skills and collaboration. Works steadfastly across functions to see that CMOM 

meets its mission. Strives for professionalism, self-awareness, and generosity with others, even 

under trying circumstances. Is open to constructive feedback and new ways of working 

together to meet our mission. 

5. Flexibility. Ability to take on new projects and short-term responsibilities within reason. After-

hours and weekend commitments are routine. 

6. Values diversity of thought, background, and perspectives. 

HOW TO APPLY 

Please send a cover letter, resume, and salary requirements as a single PDF to jobs@cmom.com with 

“[YourLastName]– Office Manager” in the subject header. Applications will be reviewed on a rolling 

basis with priority given to those received by June 21.  Only those candidates selected for an interview 

will be contacted. No telephone calls for position inquiries, please.  

The Children’s Museum of Memphis is an equal opportunity employer. We value a diverse workforce 

and an inclusive culture. CMOM encourages applications from all qualified individuals without regard to 

race, color, religion, gender, sexual orientation, gender identity or expression, age, national origin, 

marital status, disability, and veteran status. 
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