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Position Title:   Programs & Events Coordinator 
Reports to:    Executive Director 
Status:    Part-time, year-round 20 hours a week, $15-$17 hourly  
Application deadline:  Now until filled   
To apply:   Send resume, cover letter, and references to director@nhbm.org 
 

Position Summary 

The Programs & Events Coordinator will coordinate the planning and operations details of the New Hampshire 

Boat Museum’s many programs and events for both adults and youth. Responsibilities include, though are not 

limited to, programs and event planning, email correspondence, coordinating volunteers, social media postings, 

updating the website, ordering for the gift shop, and assisting the Executive Director and staff. This is a new 

position with room to grow. From the end of April through end of October the job is based at the Museum with 

weekends and some evening events required.  November through mid- April the job can be done mostly 

remote.    

Qualifications 

2-4 years program and events planning experience in a fast-paced, small office setting. Bachelor’s degree 

preferred.  Excellent interpersonal, organizational, written and oral communication skills essential.  Proficiency 

working with Wordpress website platform, Microsoft Office, Google Docs, Dropbox, Facebook and Instagram, 

familiarity with other databases and online payment processing systems. This is a small museum office setting, 

must be a team player and flexible, highly organized, self-motivated with good time management skills and have 

a sense of humor.  

 

This position requires standing, sitting, and climbing stairs to the office (the museum is a historic building with 

no lift or elevator).  There will be times when staff will need to assist with moving exhibit displays or artifacts, or 

set-up for events, inside and outdoors.  Must be able to lift at least 30 lbs floor to waist.   

 

Expectations for All Employees 
The New Hampshire Boat Museum pursues its mission based upon core values.  An employee’s job performance 
must support and exhibit the Museum’s core values: 
 

PEOPLE come first, are treated with dignity and respect, and are encouraged to achieve their full 
potential. 

 RELATIONSHIPS are built on honesty, integrity and trust. 
 DIVERSITY of people and thought is respected. 
 EXCELLENCE is achieved through teamwork, leadership, creativity, and a strong work ethic. 
 EFFICIENCY is achieved through wise use of human and financial resources; and 
 COMMITMENT to intellectual achievement is embraced. 
 
 
This position is an employee-at-will position and no contractual agreements should be inferred from this job 
description. The New Hampshire Boat Museum is an Equal Employment Opportunity employer.  For more 
information about the New Hampshire Boat Museum, including the organization’s mission, events and 
programs, visit www.nhbm.org. 
 

http://www.nhbm.org/

