
 

 

MINNEHAHA COUNTY 

invites applications for the position of:  

Museum Events Coordinator 

 
All applications must be submitted by 5:00 p.m. on the date the position closes. 

 

SALARY:  $17.59 - $18.94 Hourly 
 

OPENING DATE: 09/13/12  

CLOSING DATE: 10/01/12 05:00 PM  
 

GENERAL INFORMATION:  

The Siouxland Heritage Museums invites applications for a Museum Events Coordinator. Position 

responsibilities include accounting and event planning duties to promote the public image of the 

Museums. ***Please attach a cover letter to the online application.  
 

EXAMPLES OF DUTIES INCLUDE: 

Plan, coordinate and schedule meetings, tours, events, programs and rentals. Prepare and 

negotiate contracts, maintain venue calendar, and manage arrangements for vendors, 

entertainers, caterers, and technical support. Direct staff and volunteers at events and assist with 

the set-up, arrangement, and tear-down of chairs, tables, technical equipment and related items. 

Develop public relations information, represent the museum at programs and events, and present 

educational programs to community groups, organizations and schools. Research funding sources, 

manage grants, recruit and secure sponsors, and assist with museum sponsorships. Process bills 

and invoices, prepare vouchers, process journal entries, and prepare and make deposits. Prepare 

and submit state sales tax reports. Manage, train and supervise staff and volunteers to operate 

the museum store. Place orders, purchase goods, and balance and reconcile the museum store's 

cash register. Assist with yearly inventories of supplies, capital items and museum store stock. 

Compile project-oriented financial reports. Assist with budgeting by preparing, monitoring, and 

reconciling budgets.  
 

MINIMUM QUALIFICATIONS:  

Bachelor's degree and a minimum of two years of related work experience or equivalent 

combination of education and experience. Knowledge of the principles and methods of marketing 

and public relations. Knowledge of the principles and methods of clerical accounting. Skill in 

operating a computer and keyboard with reasonable speed and accuracy. Ability to manage 

multiple projects simultaneously and to meet deadlines. Ability to organize work effectively and to 

work well independently with minimal supervision. Ability to communicate effectively both orally 

and in writing; to establish and maintain effective working relationships with co-workers, other 

agencies and the public; and to maintain professional appearance and demeanor.  
 

PREFERRED QUALIFICATIONS:  

Experience with grant management, event coordination, volunteering, QuickBooks, and Microsoft 

Word and Excel.  

 
 

APPLICATIONS MAY BE FILED ONLINE AT:  
http://jobs.minnehahacounty.org  
 
OUR OFFICE IS LOCATED AT:  
415 N Dakota Avenue  
Sioux Falls, SD 57104  

605-367-4337  
jobs@minnehahacounty.org  

Job #12-34  
MUSEUM EVENTS COORDINATOR  

JA  

Minnehaha County is an Equal Opportunity Employer and does not discriminate on the basis of race, color, creed, 
religion, national origin, citizenship, ancestry, gender, pregnancy, marital status, sexual orientation, age, disability, 
veteran's status, genetic information, or any other protected group in accordance with state and federal law. 
Arrangements for accommodations required by disabilities can be made by contacting Human Resources at (605) 367-
4337.  
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