
 

Administrative Associate 

Bar Harbor, Maine 

Type: Part-Time (32 hours/week), Experienced  
Required Degree: BA or BS 

Salary: $16.00 to $18.00/hour with benefits 

 
With the mission to inspire new learning about the Wabanaki Nations with every visit, the Abbe 

Museum is a decolonizing museum, offering changing exhibitions and a robust programming 

schedule for all ages, welcoming 30,000 visitors each year on Mount Desert Island, Maine, home of 
Acadia National Park. Wabanaki people are engaged in all aspects of the Museum, from curatorial 

roles to policy-making.  

 

The Abbe is an active member of the International Coalition for the Sites of Conscience and an 
involved community anchor. Annually, we hire over 30 Native artists and demonstrators to lead 

programs for schools and public audiences, serve on advisory committees and as content 

specialists, and we represent over 80 Native artists in our shops, making us an economic engine for 
tribal communities. In 2013, the Abbe became the only Smithsonian Affiliate in Maine. 

 

Guided by an exciting strategic plan, the Abbe Museum has the organizational mandate to develop 
decolonizing museum practices, the first of its kind in non-tribal museums. Through collaborative 

practice, privileging of Indigenous voice and perspective, and a commitment to telling the full truths 

of history, the Abbe Museum is breaking ground in 21st-century museum practice but more 

importantly, we’re actively promoting inclusion and power-sharing in service to Wabanaki 
communities. It is our hope and intention that this significant work ultimately leads to healing and 

reconciliation for Native people and museum spaces. The Administrative Associate is instrumental 

to this work. 
 

Description: The Administrative Associate provides administrative support for the daily operations 

of the Abbe Museum and maintains smooth office environment. Responsibilities include: 

 general office management  

 executive support 

 vendor and contractor coordination, 

including custodial, technology, and 

building systems 

 facilities management 

 

 property rental and event support 

 file management 

 financial reporting 

 data entry 

 cash management 

 reception 

The Administrative Associate may be assigned to other duties as required by the small museum 

environment, including event and special project support. 
 

Organizational Relationships: This is a part-time, hourly position reporting to the President/CEO 

with potential for a full-time schedule in six to twelve months. 

https://abbemuseum.wordpress.com/


Personal Characteristics: The Administrative Associate demonstrates the highest professional 

standards of discretion and clear, unafraid, proactive communication skills.  Independent 
judgment, decision-making authority and common sense are essential prerequisites of the job.  

This individual will also have the highest standards of integrity, be outgoing, self-starting, well-

organized, tactful, detail-oriented, innovative and capable of working under pressure and meeting 
deadlines. The successful candidate will also be an energetic, mature, and experienced professional 

who can work effectively among a small, professional team. 

 

Institutional Expectations: Every employee participates as a team member. Every employee is 
cognizant of our fundraising needs and is involved in the process. 

 

Requirements: College graduate with experience in nonprofit management and administration. 
Computer fluency required in MS Office and similar business systems. Experience in Quickbooks 

and human resource systems is a plus.  

 
To apply, please email a cover letter, resume, and contact information for three references to: 

 

Cinnamon Catlin-Legutko 

President/CEO 
Abbe Museum 

cinnamon@abbemuseum.org 

 
No phone calls, please. 

 

mailto:cinnamon@abbemuseum.org

