
Friends of the National Arboretum 
Manager of Institutional Relations  
Job Opening 
  

 
 
ABOUT FONA 
Friends of the National Arboretum (FONA) is a nonprofit membership organization 
working to preserve and enhance the U.S. National Arboretum (USNA) and bring this 
remarkable resource to life as an important part of the city and region.  We work to 
provide financial support, educational and visitor programs to advance the Arboretum’s 
dual missions of research and education. 
 
Established in 1982, FONA is headquartered on the grounds of the Arboretum in 
Northeast Washington, DC. We are growing rapidly and looking to add a dynamic 
member to our team. 
 
 
POSITION DESCRIPTION 
FONA’s Manager of Institutional Relations is responsible for managing and growing 
support for FONA programs from foundations, government agencies and similar 
institutions. Initial focus will be to manage and expand the Washington Youth Garden’s 
established grants program, then expanding in scope to developing funders for other 
FONA public programs. 
 
Day-to-day work will focus on writing compelling proposals and reports to maintain 
current funding relationships, managing our grant tracking system and prospecting 
support from new foundations, government, and corporations as appropriate.  An 
additional primary responsibility is acting as a key steward of FONA’s funding 
relationships through setting up phone calls, meetings, and site visits to keep current 
and new funders engaged, excited and aware of FONA programs especially as FONA 
develops and launches new public programs. 
 
This position requires extensive collaboration with FONA staff to build a community of 
support that allows FONA to be successful in our mission of preserving and enhancing 
the U.S. National Arboretum (USNA).  It’s based in FONA’s office on the grounds of the 
U.S. National Arboretum in Northeast Washington DC. 
  
EDUCATIONAL & EXPERIENCE REQUIREMENTS 
This position is for candidates who can have immediate impact and is not a role for 
candidates looking to make career transitions to new fields. Successful candidates need 
three or more years of experience in foundation and institutional fundraising; strong 
interpersonal skills; and proven ability to lead projects in a group setting. While no 
special horticultural, educational or environmental knowledge or experience is required, 
it’s definitely a plus. Bachelor’s degree required. 
  



REQUIRED SKILLS & EXPERIENCE 
● Experience in a non-profit environment, particularly one with a rapid growth 

trajectory; 
● Proven knowledge of and experience with foundation and institutional 

fundraising; 
● Strong interpersonal skills and the ability to build rapport and collaborate with 

staff at all levels within the organization; 
● Exceptional written and oral communication skills; 
● Excellent organizational skills; ability to work on and track multiple projects in a 

deadline-oriented environment;  
● Expertise in managing complex organizational partnerships and balancing the 

needs of diverse stakeholders; 
● Familiarity with grant management systems. 

  
REPORTS TO 
Director of Philanthropy — works closely with Executive Director; Director of 
Washington Youth Garden; other FONA staff and Board of Directors; and senior USNA 
staff. 
  
SUPERVISORY RESPONSIBILITIES 
No direct reports. 
  
PRIMARY RESPONSIBILITIES 

● Develop and deploy strategies to maximize support from existing and prospective 
donors—including strengthening relationships with current donors, conducting 
prospect research, and laying the groundwork for cultivation of new foundation, 
corporate and government prospects; 

● Write compelling proposals, letters of inquiry and reports to select foundations 
and corporations in collaboration with Program Managers; 

● Ensure timely submission and tracking of proposals and reports; 

● Support FONA long-term planning and program development initiatives as well 
as annual planning and budgeting activities; 

● Provide periodic financial reports and budget projections; 

● Work with Director of Philanthropy and others on staff to plan and manage 
cultivation events for prospective donors, make presentations to potential 
grantors, and represent FONA at select meetings and events; 

● Perform other duties as assigned. 

 
WORK SCHEDULE & COMPENSATION 
This is a full-time permanent position. Weekly work schedule will primarily be Monday 
through Friday, with hours and location based on fundraising program needs. Some 
work can be done remotely but considerable office time is required.  



 
Salary commensurate with experience. Excellent benefits package includes full health 
care coverage, a matching 401k retirement plan, paid federal holidays and generous 
accrued PTO, plus travel and cell reimbursement.  
  
TRAVEL 
Occasional offsite meetings and events in the DC area. 
 
HOW TO APPLY 
Send resume, coverletter, and writing sample (preferably from a grant application or 
report where you were the primary contributor) to jobs@fona.org. Write “Manager of 
Institutional Relations” in the subject line. Applications are due February 15th and will be 
reviewed on a rolling basis.  
 
Friends of the National Arboretum is an equal opportunity employer. We believe participation 
across a broad-spectrum of human experiences and backgrounds is necessary. We value 
different skills, identities, education levels, and generations on our team, and are committed to 
creating a just and inclusive environment for all. 
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