
 

JOB DESCRIPTION 
 

 
Job Title: Corporate Relations Manager  

Department: Advancement 

Supervisor: Director of Advancement 

Employment Status: Full-Time  

FLSA Status: Exempt 

Work Hours: Monday-Friday 8:00am – 5:00pm  Some evenings and weekends 

Issue/Reissue Date 08/23/2019 

 
The Honolulu Museum of Art (HoMA) is an equal opportunity employer committed to recruiting and 
retaining a diverse, qualified workforce. The Museum strives to maintain a staff that works together to 
maintain its mission:  
 
To create relevant and transformative experiences through the study, preservation, presentation and 
creation of art.  
 
Our Vision: To be a world-class institution with great collections of art and leading education programs. 
We will reflect changes that are happening in Hawaii, Asia and the world.  
 
Conceived as an institution that would make Hawai‘i an even better place to live, the Honolulu Museum of 
Art (HoMA) is committed to showcasing the highest quality art from around the world for the benefit of 
residents and visitors. Art and Education are central to the museum’s mission, with 299,000 people 
visiting each year and 36,900 students participating in school programs both at the museum and 
throughout the community. The museum’s art collection has grown into one of the most extensive in the 
United States, with a special emphasis on works of art that reflect the diverse communities that call 
Hawai‘i home. 
 
Job Summary:  
Under the direction of the Director of Advancement, the Corporate Relations Manager serves as the 
primary relationship manager for the museum’s portfolio of priority corporations, corporate foundations, 
CEOs/executives, and other high-impact individuals. The Corporate Relations Manager plays a key role 
in growing the Museum’s programmatic and operating support through corporate partnerships. Corporate 
Relations is a key area of Institutional Advancement and the Corporate Relations Manager will be 
responsible for fundraising from a portfolio of corporate donors and prospects typically giving five- and 
six-figure gifts. The position will be focused on expanding the Museum's strong, existing donor 
relationships through proposal and report writing, and executing high-level stewardship deliverables.  
 
Minimum Qualifications:  

 A Bachelor’s Degree and a minimum of five (5) years’ experience in marketing, sponsorships 
and/or corporate relations.  

 Ability to establish and maintain collaborative partnerships with corporate members and 
sponsorship partners.  

 Must possess strong organizational, time management and creative thinking skills. Attention to 
detail and proofreading skills essential. 

 Demonstrate ability to work independently with minimal supervision. Must also be able to 
collaborate and work in a team environment.  

 Use judgement and initiative in selecting the most effective work methods/tools in determining a 
proper course of action to achieve desired results.   

 Must be capable of utilizing historical information to problem-solve, as well as exercising 
independent judgement in decision-making within the context of existing policies, procedures and 
precedents.   

 Excellent written and verbal communication skills.  

 Proficiency with Microsoft Office applications (Word, Excel, and PowerPoint) is expected.  
 



 2 

Desired Qualifications: 

 Experience with database management software (i.e. Tessitura).  

 Experience in museum environment or nonprofit organization 

 Takes responsibility and accountability for outcome of work. Highly collaborative—able to work 
successfully with others including museum staff and trustees, and diverse group of external 
constituencies including volunteers and donors. 

 Understanding of Honolulu Museum of Art’s established identity and dedication to advancing it. 

 Knowledge of and interest in art and art history. 

 Intelligent self-starter who is committed to the museum’s mission. 

 Ability to manage multiple projects and priorities and delivers them on time. 

 The traits of honesty, integrity, enthusiasm, and perspective; a very strong work ethic, supported 
by commitment and follow-through. 

 
Other Qualifications:  
Core Competencies: 

 Adaptability 

 Business Acumen 

 Change Management 

 Effective Communicator 

 Cost Consciousness 

 Initiative and Judgment 

 Planning and Organizing 

 Professionalism 

 Problem Solver 

 Technology savvy 
 
Essential Duties: 
 
Prospecting and Research: 50% Design, implement, and manage a comprehensive, proactive strategy to 
expand corporate and corporate foundation relationships. 

 Through research and analysis, build and manage a portfolio of perspective new and existing 
corporate sponsors.  Leads cultivation and development of relationships for  high capacity 
corporations; serves as primary contact for funders, builds productive and lasting external funding 
partnerships. 

 Works closely with the Advancement and Communications for deliverables to shape fundraising 
strategies for corporate cash and in-kind gifts to ensure that the museum realizes annual 
corporate fundraising goals.  

 Identifies emerging business leadership and industry trends with an emphasis on developing 
corporate alliances and identify, evaluate, cultivate and solicit philanthropic commitments to 
support the mission and goals of the museum. 

 Builds strong relationships and collaborates with staff within the museum to leverage corporate 
engagement to accomplish shared revenue goals, build audience and cross-promote programs. 

 Develops implements and manages strategy to engage media, travel, hospitality and vendor-
related cash and in-kind partnerships. This includes coordinating with the heads of departments 
museum-wide to identify areas to reduce expense and to relieve the budget. 

 Serves as one of the museum’s professional representatives in the community.  

 Maximizes opportunities to drive revenue to, and build corporate relationships with the museum’s 
points of sale including admissions, cafe, shop and art school. 

 
Cultivation/Stewardship: 40% Maintain high-quality stewardship process for active corporate prospects 
and donors.  

 Designs, implements, manages and evaluates cultivation, stewardship and recognition program 
to enhance the relationships with corporate constituencies and build corporate support to 
significantly expand positive fundraising relationships. 

 Initiates opportunities for Advancement, Communications, Deputy Director, Director and trustees 
to interact with corporate prospects and interprets corporate interests to museum constituencies. 



3 
The statements contained herein describe the scope of the responsibilities and essential functions of this position, but 
should not be considered to be an all-inclusive listing of work duties and requirements.  Individuals may perform other 
duties as assigned including work in other areas to cover absences or relief to equalize peak work periods or 
otherwise balance the workload. 
  
The Honolulu Museum of Art maintains a policy of nondiscrimination in all employment practices and decisions, 
ensuring equal employment opportunities for all qualified individuals without regard to race, color, ancestry, religion, 
sex, including gender identity and expression, national origin, age, disability, sexual orientation, marital status, arrest 
and court record, citizenship, credit history, military service, victim of domestic or sexual abuse status, genetic 
information, or any other characteristic protected by applicable federal, state or local law.  This applies to both 
Honolulu Museum of Art employees and applicants for employment with the Museum.  Any form of harassment of 
any employee because of any protected status is also prohibited. 
 
 

 Works with Advancement to develop new approaches to engage corporate constituencies and 
coordinate these for implementation. 

 Works closely with Director of Advancement to implement year-round corporate membership 
benefits and opportunities to add value to membership campaigns and enhance corporate partner 
benefits.  

 Works closely with colleagues to steward individuals toward fellows and major gifts pipelines as a 
means to cultivate leadership of corporate stakeholders and grow individual giving revenue. 

 Works with database manager to pull lists and reporting from Tessitura to maximize mailing and 
messaging opportunities to corporate-related constituents. 

 Leverage underwriting opportunities, table and ticket purchases and inclusion as guests at 
special events. 

 
Administrative: 10% Develops standards, policies, structures, and metrics that reflect best-practice donor 
relations activities. 

 Manages all aspects of the Museum Corporate Council collateral and advertising. 

 Ensures corporate records are accurate and current.  

 Generates donor lists and tracks and reports progress toward fundraising goals. 

 Coordinates corporate donor recognition for exhibitions, theatre, special events and other 
museum projects as needed. 

 Manages and executes all Corporate Council membership, recognition and benefits. 

 Manages and administers all invoices, payments and acknowledgements. 

 Utilizes Tessitura for, project planning, cultivation strategy and implementation. 

 Perform other duties as assigned. 
 
Traits and characteristics: 
Must be bright, diplomatic, analytical, of the highest integrity, and possess sound judgement and a sense 
of humor and humility. 
 

Working Conditions and Atmosphere:  

Works in a normal office environment as well as moving around the entire museum when checking 

volunteers and events.  Ability to walk on uneven surfaces, climb stairs, stoop, reach with hands and 

arms, sit at a computer for extended lengths of time, use fingers to manipulate a computer keyboard.  

Must be able to hear normal conversations in person and on the telephone.  Vision requirements are the 

ability to see near and far, recognize people and see a computer terminal.  Ability to push, pull, lift and 

carry up to 20 pounds.  Ability to work some evening and weekend hours.   
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To Apply: 

Please submit applications by September 15, 2019 through this online application portal: 

 

https://honolulumuseum.org/362-jobs_and_internships 

 

Contact Information: 

Please contact Director of Advancement, Budd Lauer at blauer@honolulumuseum.org if you have any 

questions. 

 

 

__________________________________________ ___________________________ 

Human Resources     Date 
 
__________________________________________ ___________________________ 
Employee Signature     Date 
 
__________________________________________ ___________________________ 
Employee Print      Date 
 

https://honolulumuseum.org/362-jobs_and_internships
mailto:blauer@honolulumuseum.org

