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Bellevue Botanical Garden Society 
Operations Manager Job Announcement 

40 hours per week 
 

About the Organization 
The Bellevue Botanical Garden is a renowned, award-winning public garden owned by the City of Bellevue 
(COB) in partnership with the non-profit Bellevue Botanical Garden Society (BBGS). It opened in 1992 with 
7.5 acres and is now 53 acres of themed, residential-scale display gardens. An extensive online plant records 
database, adult classes/lectures, and children’s programs provide year-round education and inspiration for 
over 300,000 annual visitors. In 2014, a new education and visitor center was completed, resulting in 
significant growth and increased membership. 
 

About the Job 
The person in this position reports directly to the BBGS Manager. This is a full time exempt position. The 
Operations Manager is responsible for assisting with fund development including membership; overseeing the 
membership/donor database; and providing administrative and financial support for the organization.  
 

Specific Responsibilities Include: 
 

1) Administration 
a) Provide excellent customer service and act as ambassador for BBGS to visitors, patrons, Board, staff, 

volunteers and partners.  
b) Provide administrative support to the Society Manager. 
c) Follow procedures for receiving and recording revenue. Deposit cash and checks from all sources 

(excluding Gift Shop). Follow system/procedure for opening, endorsement, data entry, categorization 
and filing of monies and documentation (copies) of income. Notify stakeholders as necessary of 
incoming gifts/grants, etc.   

d) Enter and maintain constituent information in database for all receipt items. 
e) Enter physical revenue receipts into constituent database, including online deposits. 
f) Prepare physical deposits with reconciled database back up. 
g) Understand, establish (when necessary) and maintain merchant accounts for online and onsite 

revenue. 
h) Use, maintain and teach others Volgistics, Constant Contact, Altru, COB SharePoint, and Image 

Relay. Be a resource for volunteer coordinators, board members, and other employees. 
i) Set up, approve and provide training to new BBGS users regarding 

phone/computer/voicemail/database systems as necessary. Understand phone/voicemail systems; 
keep abreast of COB IT changes. 

j) Provide back-up support to BBGS Event chairs for events including NW Flower & Garden Show, 
Mother’s Day, New Member Tea, Vintage Sale, Volunteer Appreciation, Preview Party, Garden 
d’Lights, and other events as needed.  

k) Edit and proofread e-blasts and newsletter as needed.  
l) Provide support to the Education Committee including online registration, assistance with logistics and 

scheduling, and room set up. 
 

2) Membership 
a) Support Membership Committee. Develop and maintain membership protocols, payment procedures, 

and fulfillment of new, renewal, rejoin and lifetime memberships. Oversee the creation of new 
membership cards and forms and membership marketing items as needed. 



 

b) Conduct weekly database queries, data pulls and merges to continually update membership numbers 
and mailings. 

c) Send membership renewals, new memberships, and comp (donation based) memberships with 
appropriate donation acknowledgements and gifts (i.e. books, postcard books, mugs). 

d) Provide content for newsletter promoting membership. 
 

3) Fund Development 
a) Prepare annual and specific appeals and mailings.  
b) Maintain and monitor GiveBig, web donations, cell phone donations and other fund development tools; 

acknowledge immediately. 
c) Record all physically received donations into the database, collecting all donor information and 

processing monies for depositing. 
d) Acknowledge all donations (including online) received on behalf of BBGS. 
e) Provide donor recognition listings for publication in the newsletter and on website. 
f) Maintain Circles of Giving and other donor recognition programs. 
g) Apply for and approve matching funds and donor advised donations from foundations. Maintain 

connection with granting companies administering funds. Maintain accounts with foundations and 
acknowledge their gifts. 

h) Track and acknowledge capital campaign pledges. Send pledge reminders as needed. 
i) Work with Society Manager to determine segments of donor base and prepare donor analytics as 

needed. 
 

4) Database Administration 
a) Maintain Altru (Blackbaud) constituent database. Ensure system has integrity, accuracy and can 

efficiently produce needed information.  
b) Provide accurate information from database to accountant. 
c) Record all constituent interactions. 

 

5) Garden d’Lights 
a) Coordinate and share with Society Manager and Seasonal GdL Coordinator the following tasks: 
b) Help with strategy, staffing and monitoring, phones, email, and walk-ins 
c) Establish system of cash handling and deposits, posting to database, spreadsheet update and 

monitoring.  
d) Make arrangements for armored car pick-up.  

 

6) Other tasks or duties as assigned 
 
Qualifications 

 Passion for the mission. 
 Proficient in Microsoft Office, including Word, Excel, Outlook and PowerPoint. 
 Three or more years’ experience with maintaining CRM membership and donor databases; Blackbaud 

and/or Altru preferred. 
 Experience with Volgistics, Constant Contact and Image Relay preferred.  
 Previous work experience in a nonprofit preferred. 
 Understanding of and experience with fundraising and membership best practices, especially 

individual fundraising. 
 Ability to set priorities and manage multiple short and long term projects simultaneously. 
 Attention to detail. 
 Excellent oral and written communication skills. 
 Team player. 

 
Compensation 
This is a full time (40 hours per week) exempt position. Some evening and weekend hours may be required. 
Salary is $41,600-$44,720 per year DOE plus benefits. 
 
To Apply 
Submit cover letter and resume to application@bellevuebotanical.org by April 1, 2016. 

 


