
 
 
POSTING DATE: September 1, 2026 
JOB TITLE: Manager of Institutional Giving 
SALARY: $80,000 to $88,000  
HOURS: Monday through Friday, 9am to 5pm 
WORK LOCATION: New York Transit Museum, Downtown Brooklyn  
 
SUMMARY  
 
Housed in an authentic 1936 subway station in Downtown Brooklyn, the New York Transit Museum 
spans a full city block and features a working platform with a rotating collection of historic subway and 
elevated cars dating back to the early 1900s. Through immersive exhibitions, hands-on experiences, 
accessible educational and public programs, special excursions, and a second gallery and store in 
Grand Central Terminal, the Museum serves as a “museum without walls,” telling the story of New York 
through the lens of public transportation and bringing that history — and future — to life for New 
Yorkers and visitors alike. Welcoming more than half a million visitors annually, the Museum serves 
audiences that reflect the extraordinary diversity and inclusivity of New York City and the region, as it 
has since its founding in 1976.  
 
Established in 1995 in partnership with the Metropolitan Transportation Authority (MTA), Friends of the 
New York Transit Museum is a 501(c)(3) organization that is in the course of assuming principal 
operating and strategic leadership of the Museum, in addition to its historic role of raising funds from 
public and private sources to support the Museum’s exhibitions, programs, and staff. 
 
OVERVIEW 
 
Friends of the New York Transit Museum (FoNYTM) seeks a Manager of Institutional Giving 
to complete the four-person Development team. The Manager will be responsible for implementing and 
bolstering the Museum’s institutional giving by cultivating and stewarding new and existing relationships 
with foundations, corporations, and government agencies. 
 
This will be a vital role in securing financial support for exhibitions, public programs, educational 
outreach, and community engagement initiatives. It combines high-level grant writing and strategy with 
hands-on partnership and institutional storytelling. Reporting to the Development Director, this Manager 
will handle confidential information adeptly and with discretion. 
 
Key Responsibilities 
 

• Grant Writing and Proposal Development  
o Write and edit grant proposals, letters of inquiry, and reports for institutional and 

government funders 
o Translate program data and outcomes into clear, compelling narratives 
o Tailor submissions to align with funder priorities and requirements 
o Track deadlines, deliverables, and compliance requirements across a portfolio of grants 

 
• Project Management and Research 

o Manage, foster and steward relationships with current and prospective institutional 
funders 

o Ensure all submissions are complete and on time while maintaining organized records of 
opportunities, submissions, and outcomes 



o Streamline the grant operations process, including tracking deliverables, reconciling 
gifts, and maintaining accurate records in the FoNYTM database 

o Work with marketing staff to ensure institutional partners receive appropriate visibility in 
campaigns, newsletters, and event materials 

o Identify and research prospective funding opportunities aligned with Museum’s mission  
o Create budgets and financial reports and ensure timely and accurate reporting to internal 

stakeholders and institutional funders 
 

• Collaboration 
o Collaborate with curatorial, education, marketing, and public programs teams to gather 

information and align proposals with the Museum’s mission and priorities. 
o Build strong working relationships across internal departments to support efficient 

information flow 
o Liaise with the Board of Trustees regarding institutional opportunities where they can 

provide introductions and support 
o Support fundraising events, tours, and member-facing initiatives as needed 
o Communicate clearly and proactively to move projects forward and meet deadlines 

 
QUALIFICATIONS: 

• Bachelor’s degree in nonprofit management, communications, history, museum studies, arts 
administration, or related field 

• 5 to 7 years of experience in grant writing and fundraising 
• Superb written and verbal communications skills, including the ability to write and edit 

persuasively as well as tailor materials to different audiences 
• Strong organizational abilities with keen attention to detail and deadlines 
• Strong understanding of fundraising strategies and donor cultivation techniques 
• Experience using CRM tools  
• A commitment to the Museum’s mission and a desire to be part of a driven and collaborative 

team 
 
COMPENSATION  
$80,000 to $88,000 with a comprehensive benefits package, including medical, dental, and vision 
insurance and paid time off. 
 
SCHEDULE 
This is a full-time position, work days and hours are Monday through Friday 9:00am to 5:00pm. 
Occasional evening and weekend work may be required. A commitment of at least four days every 
week at our office in Downtown Brooklyn and one day remote can be accommodated following initial 
onboarding. 
 
HOW TO APPLY:  
Please submit your resume, a cover letter, and two (2) writing samples in a single communication via 
email to HR@nytransitmuseum.org with Manager of Institutional Giving in the subject line. 
 
Due to the high volume of applicants, only those who qualify for an interview will be contacted.  
 
The New York Transit Museum is fully committed to equal employment opportunity for all employees 
and applicants for employment without regard to race, color, religion, creed, national origin, ancestry, 
sex, sexual orientation, age, disability, predisposing genetic characteristic, gender identity and 
expression, pregnancy, veteran or military status, marital/familial/ partnership/caregiver status, status 
as a victim of domestic violence or stalking and/or sex offenses, or any legally protected basis. The 
Museum welcomes and encourages qualified candidates from all backgrounds to apply. 
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