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Title: Namingha Institute Coordinator

Department: Public Programs

Status: Part Time/Temporary

Supervisor: Public Programs Manager

A National Medal winner, the Museum of Northern Arizona (MNA) has been celebrating the Colorado Plateau’s natural and cultural heritage since 1928. Our 200-acre research campus includes a Museum showcasing the geology, anthropology and art of the region as well as state of the art research and collections facilities. In 2019, MNA will open the inaugural Namingha Institute, an intensive week-long fine art master class.
The Museum of Northern Arizona department seeks an enthusiastic, motivated, and organized project coordinator for MNA’s annual Namingha Institute. 
Primary duties will include:

• Overseeing project implementation from start to finish

• Speak with others using clear and professional language
• Interface with cross departmental team to understand program goals and objectives
• Management of timelines and calendars
• Maintain a variety of documentation and record keeping
• Proof read and edit materials

• Maintain all communications relating to the project
• Budget management

• Other duties as assigned
The ideal candidate will: 
• Possess a minimum of 3 years’ experience of fine art project management

• Possess excellent customer service and office experience including phone etiquette
• Possess excellent organizational skills and be detail oriented
• Possess excellent interpersonal and communication skills.
• Be self-motivated, take initiative, able to multitask

• Be dependable, responsible, flexible, and trustworthy 
• Possesses strong writing and communication skills

• Be proficient in Microsoft Office including Outlook, Word, Excel, Access, Teams, SharePoint, and OneDrive.

Additional information:
• Part-time/ seasonal position (10hrs a week) 
• Weekends and extended hours may be required
• Must successfully pass a background check
To apply for this position, email the following to employment@musnaz.org:
• Cover letter describing interests and background 
• Resume with references 

Application Deadline: Open until filled. 

The mission of the Museum of Northern Arizona is to inspire a sense of love and responsibility for the beauty and diversity of the Colorado Plateau through collecting, studying, interpreting, and preserving the region’s natural and cultural heritage
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