
Executive Relations Administrator

Status: Full-Time
Benefits: Yes
Reports to: Executive Director

About Marwen:

Marwen educates and inspires young people to nurture their growth and build their futures through art
and community. Founded in 1987, the no-cost studio and pathway programs exist for young people in
Chicago who want to explore visual arts and do not have access to arts programming due to financial and
systemic barriers. Courses are facilitated by cohorts of intergenerational teaching artist teams. For more
information, visit www.marwen.org.

Overview of the Position:

The Executive Relations Administrator provides high-level support to the Executive Director (ED). In this
role, the Administrator will systematize all aspects of administrative, scheduling, and the organizational
needs of the ED in a paperless environment. This position involves contact with internal and external
stakeholders, including but not limited to: donors, Board of Directors and Board Committees, staff and
community members. The Administrator has a strong business sense, can decipher priorities, and makes
sound judgment calls when needed. The ideal candidate has demonstrated skills in effective decision
making, using discretion, creative thinking, taking initiative, and problem solving.

Responsibilities:

Executive Director Support
● Provide administrative support to the ED including drafting and editing emails, preparing meeting

agendas and materials, and arranging transportation
● Assist with the creation and preparation of materials - agenda, reports, slides decks, and other

documents, including proofreading and/or copying and binding
● Schedule internal and external meetings, keep track of availability and time commitments,

including navigating complex calendars, sending reminders, and resolving any scheduling issues
● Coordinate projects and organizational duties as assigned

Board and Committee Support
● Serve as a liaison to the Board of Directors and Committees, setting up meetings and managing

communications with directors, committee co-chairs, and members as directed
● Draft, distribute, and archive board and committee minutes within one week of all meetings
● Collaborate with ED and directors team to draft monthly board updates
● Maintain record of Board and Committee membership, terms, contact information, and bios
● Request and collect board disclosure forms as appropriate
● Maintain board governance manual and bylaws, keeping information up to-date

http://www.marwen.org


Donor Relationship Management
● Coordinate preparation and follow-up for donor meetings, including research and database entry
● Ensure timely and personal thank you messages for contributions made by donors
● Manage sensitive matters with a high level of confidentiality and discretion
● Engage current and prospective donors with grace and warmth as a representative of Marwen via

phone calls, emails, letters and in-person

The ideal candidate will:
● Have 5+ years experience providing administrative support and working with executive level

leaders and board members; nonprofit experience preferred
● Demonstrate excellent written and verbal communication skills, with ability to synthesize complex

information and manage multiple projects at once
● Exhibit impeccable attention to detail and organization, focused on accurate and timely work

product
● Be self motivated to work well independently and collaborate with a team
● Possess superb time management skills with ability to meet deadlines, strong organizational skills

with ability to multitask
● Be highly proficient with Microsoft Office, Google Suite, Windows and Mac operating systems

with ability to quickly learn new or updated software required
● Be able to type minimum of 50 words per minute
● Be available to work some evenings and weekends as needed
● Have an interest in the arts, education, and/or youth development

Marwen Offers:

● 100% company paid medical (PPO), Dental, Vision, Life Insurance for employees and 75% for
dependents

● Four weeks paid PTO first year (accrued) and shared PTO pool accessible to all employees
● Paid Holidays include: New Years Day, Martin Luther King Day, Memorial Day, Juneteenth,

Independence Day, Labor Day, Indigenous People's Day, Thanksgiving (Day before, of, and
after), Winter Break (12/24-12/31)

● 403b matching
● Free parking

The compensation for this position is $50k - $55k annually commensurate with experience.

Marwen is an equal opportunity employer committed to diversity and equity in the workplace. We strongly
encourage those who reflect our communities to apply, including bilingual individuals, LGBTQI and/or
people of color.

To apply, please send a cover letter and resume to execadmin@marwen.org, with the subject line
“Executive Relations Administrator.” The deadline for application is September 30.

mailto:execboardadmin@marwen.org

