Henry

Posted: July 30, 2026

Executive Assistant to the Director

ABOUT THE HENRY

The Henry is a museum for contemporary art and ideas, grounded in the belief that art has the
power to challenge norms, inspire change, and create a more equitable world. As Washington
State’s first art museum, the Henry is internationally recognized for groundbreaking
exhibitions, dynamic programs, and a long-standing commitment to championing artists at
every stage of their careers. With a collection of nearly 30,000 objects and a deep partnership
with the University of Washington, the Henry serves as a welcoming cultural hub, amplifying a
diverse range of artistic voices and offering transformative, first-hand experiences that spark
curiosity and new perspectives. Learn about our mission and vision: henryart.org/about.

POSITION PURPOSE

The Executive Assistant to the Director is the primary administrative support to the museum’s
Director. This position plans, organizes, and manages the day-to-day operations of the
Director’s Office, ensuring the efficient coordination of executive priorities, communications,
and special projects.

The Executive Assistant also serves as the administrative liaison for the Henry Board of
Trustees through the coordination of meetings, preparation of Board materials, PowerPoint
presentations, and communication with trustees.

Serving as a key point of contact for the Director, the Executive Assistant builds and maintains
productive relationships with Henry staff, Board members, University of Washington
leadership, donors, community partners, and the public. Success in this role requires
exceptional judgment, discretion, professionalism, and the ability to anticipate needs, manage
competing priorities, and represent the Director and the museum with diplomacy and
integrity.

In 2027, the Henry will celebrate its Centennial with a year of signature exhibitions, events,
and fundraising initiatives. The Executive Assistant will play a key role in supporting the
Director and Board of Trustees during this landmark year, helping to coordinate executive
priorities, Board activities, and special events.

COMMITMENT TO EQUITY

The Henry acknowledges the historical structures and social dynamics that have continuously
oppressed communities of color, and we acknowledge our part in institutional racism. We also
acknowledge that we are situated on the land of the Coast Salish peoples.

We are actively committed to racial equity and to building a strong foundation of inclusivity
and awareness in all we do. We value discourse that brings forward voices and positions that
have been — and continue to be — oppressed. We do not tolerate hate speech or actions. We


https://henryart.org/about/about-the-henry

recognize that we are in the process of embodying these values across our exhibitions,
programs, and operations; this is our ongoing work.

The Henry Art Gallery is a part of the University of Washington. For more information about
race and equity at the UW, see washington.edu/raceequity.

Diverse backgrounds make us stronger. We highly encourage Black, Indigenous, People
of Color, LGBTQ+, and individuals of all abilities to apply.

This position will work onsite in the museum offices.

STATUS: Regular (90%) full-time; FLSA non-exempt; benefits eligible

ANNUAL SALARY: $52,000 - $56,000 at 36 hours per week; depending on experience
SCHEDULE: Tuesday — Friday, 36 hours per week (90% FTE), with occasional evenings and
weekends to support museum events

REPORTS TO: John S. Behnke Director of the Henry

ESSENTIAL FUNCTIONS: Duties and responsibilities include, but are not limited to:

Executive Assistant:

e Manages the Director’s calendar, arranges meetings and phone calls.

¢ Organizes and prioritizes large volumes of the Director’s email correspondence,
telephone calls, and other information.

e Acts as a liaison when receiving and communicating with patrons and guests of the
Director.

¢ Organizes meetings at the request of the Director, including All Staff meetings and
Board of Trustee meetings.

e Serves as principal liaison between the Director, Henry staff, Board of Trustees, the
UW community, and the public.

e Serves as the Director’s Office liaison for special projects, as specified by the Director.

e Conducts research as appropriate to projects or initiatives within the Director’s Office.

e Represents the Director’s Office in inter-departmental meetings and on various
committees as needed.

e Coordinates Director-sponsored events including receptions, dinners, tours, and other
hospitality as necessary.

¢ Works various Museum programs and special events as needed, outside of regular
office hours.

o Manages the Museum’s office administration and Director’s Office budgets. Monitors
and determines appropriate charges.

e Provides occasional scheduling and administrative support to the Leadership Team.

e Performs other duties as assigned.

Board Liaison:
e Serves as principal liaison between the Director and Board members as it relates to the
administration of Board governance issues.
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Coordinates Board, Board committee meetings, including preparing PowerPoint
presentations, meeting minutes, packets, and correspondence.

Attends and records Board meetings. Coordinates and works other Board related
events and meetings as needed.

Manages Board and Advisory Council lists and contact information, and maintains and
updates Board related files and archives.

Office Manager:

Coordinates, with IT, the maintenance of the office printers and copiers.

Ensures company stationary and office supplies are ordered and maintained.
Coordinates office mail, including incoming and outgoing USPS and UW campus mail.
Assists in maintaining the organization of the public areas of the administrative offices.
Assists with phone set-up for new employees and coordinates conference calls, Zoom
meetings, or other platforms for various meetings.

Assists the Finance Office with various internal controls.

REQUIRED SKILLS

Bachelor's degree in business administration, liberal arts, communications, or a related
field, plus five (5) years of progressively responsible experience supporting senior
executive leadership; or an equivalent combination of education and experience.
Exceptional written and verbal communication skills, with the ability to communicate
clearly, professionally, and diplomatically with a wide range of internal and external
stakeholders.

Experience supporting a governing board, executive committee, or senior leadership
team, including preparing meeting materials, coordinating logistics, maintaining official
records, and interacting professionally with trustees, donors, or other high-level
volunteers.

Advanced proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, and
Outlook), with the ability to produce polished correspondence, presentations, reports,
and Board materials.

Demonstrated ability to exercise sound judgment and maintain the highest level of
discretion when handling confidential, sensitive, and complex information.
Exceptional organizational, project management, and time management skills, with the
ability to manage multiple competing priorities, anticipate needs, meet deadlines, and
adapt quickly in a fast-paced environment.

Strong analytical and problem-solving skills, with the ability to think proactively,
identify solutions, and exercise independent judgment.

Meticulous attention to detail and a commitment to accuracy in all aspects of work,
particularly in managing executive calendars, Board materials, correspondence, and
special projects.

Demonstrated ability to remain calm, flexible, and resourceful under pressure while
managing changing priorities with professionalism and good judgment.

High degree of emotional intelligence, professionalism, and interpersonal
effectiveness, with the ability to build productive relationships based on trust,
diplomacy, and excellent customer service.

Ability to work independently with minimal supervision while collaborating effectively
as a member of the museum's leadership team.



DESIRED SKILLS:

Experience supporting a board of trustees, governing board, or executive leadership
team.

Familiarity with higher education, nonprofit, arts, or museum environments.
Experience with Blackbaud Raiser's Edge, PaperSave, Microsoft SharePoint, Adobe
Acrobat Pro, or similar CRM and document management systems.

Experience planning and coordinating meetings, special events, and executive-level
hospitality.

Interest in contemporary art and an appreciation for the mission of a university art
museum.

Experience working with donors, trustees, volunteers, or other high-level external
stakeholders.

Ability to anticipate executive needs, identify opportunities to improve administrative
processes, and proactively solve problems.

Flexibility to work occasional evenings or weekends to support Board meetings, donor
events, and museum programs.

BENEFITS:

Medical, Dental, Vision: Eligible to enroll in the Henry’s medical, dental, and
vision insurance package. The Henry pays 100% of the cost for employees.
Vacation: Accrue Vacation hours at a rate that increases with years of service,
beginning at a rate of 6 hours per month (equivalent to 12 days) based on 25
hours/week worked.

Holidays and Holiday Credit: 11 paid holidays, plus 1 annual personal holiday;
eligible to accrue Holiday Credit hours for holidays falling on non-work days at a
rate of 5 hours per holiday based on 25 hours/week worked.

Sick Leave: Sick leave accrued at a rate of 8 hours per every 40 hours worked.
Retirement: Employees can elect to participate in the Henry’s 403(b) retirement
plan and make contributions through deferred compensation; after six months of
employment, the equivalent of 3% of your compensation will be contributed by
the Henry.

The employee will have also have access to or receive:

Affiliate University of Washington employee status, with access to such things as:
the UW library system, ability to purchase an IMA gym membership.

One UW Professional and Organizational Development (POD) Course per year

A Professional Membership to the American Alliance of Museums (AAM).

Public Transportation Subsidy: the Henry will fully reimburse the cost of a
quarterly U-PASS, or up to $150 of actual expenses for ORCA purchases per
quarter.

APPLY: Please submit your resume and a cover letter to opportunities@henryart.org by
August 20, 2026. Your materials combined into one PDF is preferred. No phone calls.
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