
Museum of Chincoteague Island 

Executive Director Job Description 

 

The Executive Director of the Museum of Chincoteague Island reports to the 
President of the Board of Directors, and manages Museum operations. 
 

Responsibilities include: 

Operations 

 Ensure the Museum is open and staffed during posted hours of operation. 
 Recruit, train, schedule, and retain a team of volunteers necessary for the 

operation of the Museum. 
 Capture, record, and report accurate visitation counts and other metrics 

necessary for assessing the success of the Museum in achieving its mission. 
 Oversee the upkeep and maintenance of the building, physical plant, and 

exhibits. 
 Manage the Museum gift shop, including the purchasing, merchandising, and 

marketing of items which complement the Museum’s mission and generate a 
profit. 

 Ensure smooth operation of the Museum’s business office as well as all 
exhibits and displays. 

 Purchase and maintain proper inventory of all required supplies for the 
Museum’s daily operation. 

 Act as primary liaison with all vendors and vendor contracts regarding 
services associated with Museum’s operations such as tech support, cleaning 
services, office equipment, etc. 

 Oversee the production of all Museum events and manage the Museum’s 
annual calendar of events. 

 Maintain organized files (paper or computer) with adequate back up files. 
 Maintain documented “practices and procedures” manual of Museum 

operations in the event of the Manager’s absence. 
 Ensure Museum compliance with all regulations, laws, and local ordinances in 

the daily operation of the Museum and its events. 
 Assist the Board on other duties as may be assigned. 

 

Fundraising and Development 
 Implement and execute the strategic goals devised by the Development 

Committee for cultivating and generating individual and corporate 
sponsorships. 

 Assist the Events Committee with developing and implementing an 
annual calendar of events for fundraising, mission essential activities, 
and membership-driven activities.  

 Assist the Membership Committee with its annual goals of broadening 
and growing its membership base. 

 Maintain current and accurate data on all donors and members. 



 Assist the Endowment Work Group with building the Museum’s 
Endowment Fund. 

 

Marketing and Public Relations 

 Implement and execute marketing strategies and tactics devised by the 
Marketing Committee for the purpose of promoting Museum events and 
visitor attractions. 

 Design and produce Museum marketing materials. 
 Collect and archive press clippings, ads, photos, and video from 

Museum and Museum produced events. 
 Produce and coordinate all written communications to constituents 

(emails, letters, press releases, exhibit descriptions, etc.) that are of 
professional, error-free quality. 

 Promote the Museum and its activities through effective and efficient 
means of public relations media outlets. 

 Deliver well-designed public presentations about the Museum to outside 
groups interested in learning about the Museum and its mission. 

 

Finances 

 Ensure all payables and receivables are posted to the correct ledger 
account and are processed in a timely manner with well-organized 
books. 

 Understand, manage, and adhere to the Board approved annual 
operating budget. 

 Assist the Museum’s Treasurer in developing a realistic annual budget 
for  

 submission to the Board for approval. 
 Implement and execute proper record retention and destruction 

practices. 
 

Museum Mission 

 Assist the Education Committee by implementing and executing their 
strategic initiatives to reach students and provide a meaningful learning 
experience. 

 Actively lead the Museum’s effort to expand its collection of artifacts, 
oral and video histories, reference books, articles, and memorabilia 
which is pertinent to Chincoteague Island. 

 Assist the Exhibits Committee with planning, developing, and acquiring 
future exhibits. 

 Ensure that Museum visitors receive an experience which exceeds 
expectations from a standpoint of friendliness, enthusiasm, and delivery 
of product. 



 Position the Museum as an important community asset and provide 
leadership for creating a positive image within the community. 

 

Collections 

 Oversee the maintenance of accurate collection information using 
PastPerfect software and other records. 

 Ensure that each item in the collection is accurately described, 
photographed as needed, recorded, stored and retrievable. 

 Assist the Collections Committee to ensure that all documentation of 
acquisitions, loans and de-accessions are accurate 

 


