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society manager
bellevue, washington

“To perpetuate and further enhance 
the Bellevue Botanical Garden 

as a learning resource in partnership 
with the City of Bellevue”
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about the organization

The Bellevue Botanical Garden is a renowned, award-winning public garden owned by the 
City of Bellevue in partnership with the non-profit Bellevue Botanical Garden Society 

(BBGS). The Garden opened in 1992 with 7.5 acres and is now 53 acres and includes a number 
of themed, residential-scale display gardens. In 2014, with $5M raised by BBGS, a new visitor 
center was completed, resulting in significant membership growth and expanded educational 
offerings. 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 
addition, BBGS operates a gift shop in the facility. The City of Bellevue employs a Garden 
Manager, Nancy Kartes, and her staff of four, who are responsible for the physical maintenance 
of the Garden and the facility. BBGS currently has one full-time and five part-time employees 
and 15 Board members working directly with hundreds of volunteers to manage all programs, 
member activities, and community events. The annual budget is nearly $700,000.

An interim manager is currently leading BBGS. The BBGS Society Manager will be BBGS’s 
first permanent paid leadership position. 

about the organization
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about the position

The Bellevue Botanical Garden Society is seeking a dynamic, forward-thinking Manager 
who will help shape and guide the organization’s vision while upholding the mission 

to perpetuate and further enhance the Bellevue Botanical Garden as a learning resource in 
partnership with the City of Bellevue. The Manager will be responsible for providing leadership 
and management of all day-to-day staff functions and program performance. The ideal hire 
will bring strong skills to manage staff and volunteers effectively and to execute BBGS strategic 
goals, defined programs and society events. Significant non-profit leadership experience is 
required along with a broad understanding of fund development, finances, Board development, 
volunteer-based organizations and partnerships. The ideal candidate will know how to to get 
things done efficiently, while collaborating and effectively communicating with the BBGS 
Board of Directors.

We imagine that the new society manager will be someone who has been impacted by out-of-
door experiences, especially gardens.

BBGS recently completed a professionally facilitated retreat to define the organization’s 
strengths, weaknesses, opportunities and threats (SWOT) culminating in our new comprehensive 
strategic plan. The Manager will be the key individual providing leadership to accomplish the 
five major long-term goals summarized as:
• Staff to sustain the vision
• Highlight and invest in our flagship fundraising event, Garden d’Lights
• Expand visitor base and enhance their experience
• Revitalize our volunteerism: programs, pipeline and people
• Develop the Board for the future
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specific duties and responsibilities

Organizational Leadership
• Implement the strategic plan in collaboration with Board members (15), staff 

(6), and volunteers (more than 100 active). 
• Recruit, retain, develop and evaluate a dedicated, passionate and high-

performing team of staff and volunteers. Ensure that they have the tools, 
skills and information necessary to carry out their work at the highest levels.

• Define and implement systems for evaluating program effectiveness and 
impact.

• Be active and visible in the Greater Eastside community to increase awareness 
of the organization and its work.

• Work collaboratively with the Garden Manager to best utilize the resources of 
BBGS and the City of Bellevue to sustain the Garden.

• Support the Board in its governance and policy setting by advising and 
informing Board members of issues affecting BBGS operations.

Fund Development
• Support and guide the Fund Development Committee to increase and 

diversify funding.
• Develop and implement a robust fund development plan with a focus on 

individual giving.
• Increase revenue from annual fundraising event, Garden d’Lights, including 

obtaining corporate sponsorships to underwrite the cost of the event.
• Develop and enhance relationships with individual donors, foundations and 

corporations.

Financial Management
• Manage BBGS’s financial resources within the budget and the policies 

established by the Board and in accordance with current laws and regulations.
• Oversee annual planning and budgeting process and management of BBGS 

investments; provide for financial audit; maintain accountability systems, 
including regular reports to the Board.

• Review and implement financial policies and procedures.

Board Development
• Assist the Board in its transition from a working Board to a governing Board. 
• Contribute to Board’s inventory of existing skill sets among current members 

and help identify additional attributes needed in future Board members.
• Assist the Board in periodic review of by-laws.
• Provide staff support for Board committees and conduct periodic Board 

planning retreats.
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Communications, Marketing and Public Relations
• Oversee the development of a BBGS marketing plan that deepens and refines 

all aspects of communications, including website, social media, newsletters, 
and external relations with goals of creating stronger brand and increasing 
visibility.

• Serve as BBGS spokesperson to the organization’s constituents, the media 
and the general public.

qualifications

The Manager will be passionate about BBGS’s mission. All candidates must have 
proven nonprofit leadership, staff and volunteer supervision, fund development 
and Board development experience. Specific qualifications include:

• At least three years of nonprofit leadership experience
• Experience managing a budget of $500,000 or more
• Strong interpersonal and writing skills
• Demonstrated ability to guide and support staff and volunteers
• Demonstrated experience with development strategy, fundraising, and donor 

relations
• Event planning expertise
• Digital/technological competency including working knowledge of Microsoft 

Office, QuickBooks and donor database systems
• Sense of humor
• Action-oriented, entrepreneurial, and innovative
• Passionate, strategic, and mission-driven and can translate these traits into 

motivating internal stakeholders to achieve organizational goals

compensation

$80,000-$84,000 DOE, plus benefits including health insurance, paid time off, 
and retirement plan.

to apply

Submit a resume and cover letter that clearly states how you meet or exceed the 
required qualifications to application@bellevuebotanical.org by August 10, 
2016. Please write Society Manager in the subject line of the email.


