
 
 

Outreach and Volunteer Manager 
Rockville, Maryland 

 
Montgomery History seeks a skilled, experienced, and enthusiastic professional for the position of 
Outreach and Volunteer Manager. This is a permanent, full-time position with a Tuesday through 
Saturday workweek. Some evening hours required, as well. The successful candidate will be an integral 
part of our team and will advance the organization’s mission by organizing programs and events, 
coordinating the Speakers Bureau, and scheduling and supporting the corps of active volunteers. 
 
 
About Montgomery History 
 
Montgomery History collects, preserves, interprets, and shares the histories of all of Montgomery 
County’s residents. To that end, we operate the c. 1815 Beall-Dawson House as a historic house museum, 
the Stonestreet Museum of 19th Century Medicine, and the Jane C. Sween Research Library. We also 
manage the County’s official government archives and maintain a 11,000-item collection of historic 
artifacts dating from prehistory to the present. We host and participate in numerous public events every 
year including our annual Montgomery County History Conference. With a focus on outreach and 
inclusivity, our new “pop-up” exhibits, such as a hands-on one featuring historic typewriters, have proven 
to be exceedingly popular, as has our well-known Speakers Bureau. Montgomery History is also home to 
the Center for Suburban Studies, which explores the county’s more recent past. 
 
With over 30 presenters and 80 programs, the Montgomery History Speakers Bureau provides over 125 
informative and entertaining talks every year to organizations such as business and professional groups, 
neighborhood associations, senior centers and residences, clubs, schools, religious institutions, and civic 
groups. Presentations include lectures, slide shows (traditional and PowerPoint), music, portrayals and 
even re-enactments. 
 
 
Responsibilities 
 
The Outreach and Volunteer Manager will report to the Executive Director and will work closely with all 
staff. Responsibilities include: 
 

Programs and Events (70%) 
 

• Serve as the principle organizer for public programs and events, including the annual History 
Conference, Tuesday Talks, Heritage Days, lectures, and more. 

• Organize, schedule, set-up, and represent Montgomery History at pop-up exhibits, promotional 
opportunities, and other outreach events throughout the community. 

• Use event software to manage event ticketing and logistics. 
• Work closely with partners, vendors, and donors to successfully execute programs.  

 
 



Speakers Bureau and Volunteer Coordination (30%) 
 

• Organize and schedule programs with requesting venues and requested speakers. 
• Maintain a master calendar of all programs, track program metrics, and prepare annual program 

summary. 
• Work with communications staff, speakers, and other volunteers to develop promotional content 

and materials to build the audience for the Speakers Bureau and attract new venues. 
• Provide support for MCHS’s active corps of volunteers via regular communications, trainings, and 

enrichment activities. 
• Recruit, train, and schedule volunteers for existing and new opportunities. 
• Organize at least two volunteer appreciation events each year. 

 
 
Requirements: 
 

• Bachelor’s degree or equivalent. 
• At least two years of relevant professional experience. 
• Outstanding writing, organizational, and program development skills. 
• Experience working with the public and managing volunteers.  
• Experience working collaboratively with community partners. 
• Highly organized, thorough, and detail-oriented. 
• Able to lift 40 pounds to assemble display/exhibit independently. 
• Proficiency in Microsoft Word and Excel and social media platforms. 
• Creativity, inquisitiveness, flexibility, and good humor. 
• Availability to work occasional evenings and weekends for events and coordination of Speakers 

Bureau programs. 
• A valid driver’s license. 

 
Preferred skills and experience: 
 

• Experience working in a small nonprofit. 
• Knowledge of the history and culture of Montgomery County, Maryland. 

 
 
To Apply 
 
This is a permanent, full-time position with weekend and evening hours required. Because programs and 
events may be located throughout Montgomery County, access to reliable transportation is required. The 
starting salary will be $33,000-$36,000 with an opportunity for increases as the organization grows. The 
benefit package includes health insurance and federal holidays. 
 
To apply, please email cover letter, resume, writing sample, and four professional references to Matthew 
Logan, Executive Director at info@MontgomeryHistory.org. Type “Application for Outreach and Volunteer 
Manager” in the subject line. Applications will be received until the position has been filled. No phone 
calls please. All applicants will be notified their application has been received. Selected applicants will be 
contacted for telephone and/or in-person interviews.  
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