
	  

Position Title: Education Programs Coordinator 
Reports To: Deputy Director 
 
Classification:  Non-exempt, part-time position, 20-30 hours per week 
Wage: $17-$19 per hour 
Start Date:  Mid-August 2018 
 
Summary: 
The Education Programs Coordinator oversees the education and community 
engagement public programs. The Coordinator is responsible for planning, 
developing, coordinating, and implementing the museum education programs, 
activities, and events.  
 
Responsibilities: 

1.   Coordinate, plan, and schedule educations programs, including school 
tours, public tours, family events, and other educational activities.  

2.   Teach and facilitate scheduled school tours, private and public tours, 
programs, and events, including preparation, set-up and cleanup.  

3.   Oversee administrative aspects of school programs and public programs, 
including registration, scheduling, year-round email and e-newsletter 
communications with teachers.  

4.   Create school tour programs, including curriculum that align with 
Common Core Curriculum and California State Curriculum Standards.  

5.   Establish community partnerships to advance outreach and collaboration 
opportunities.  

6.   Modify programs in response to age and ability of participants as well as 
comments from visitors, performance review, and/or programs 
evaluation.  

7.   Oversee the development of new programs and initiatives, work with 
Executive Director, Deputy Director, Curators, and Operations & 
Membership Manager as necessary.  

8.   Aides Curators in developing programs and events to support exhibitions, 
as well as publish information on the website, set-up and cleanup of 
event.  

9.   Conduct audience research and evaluate program effectiveness.  
10.  Prepares and provides Museum education internal reports, program 

budgets, maintains general reporting records, and completes some grant 
support writing for program funding.  

11.  Participates in fulfilling NUMU’s educational mission and goals as they 
relate to exhibits, program planning, outreach efforts, events, and other 
educational activities.  

12.   Train education interns, and gallery docents in leading tours.  
13.  Perform other duties as assigned.  



	  

14.  Please note that the responsibilities described above are not all inclusive 
of actual job duties, and are meant to give the applicant a basic summary 
of the job opportunity being offered.  

 
Skills & Qualifications 
 

1.   BA required, with some background in Education and Museum practices 
preferred.  

2.   1-2 years experience working in an education or museum setting.  
3.   Must have teaching experience utilizing effective classroom management 

skills.  
4.   Experience developing curriculum and lesson plans including the 

incorporation of Common Core standards is preferred.  
5.   Strong communication skills, interpersonal and organizational skills, and 

demonstrated experience working independently (e.g. examples of 
independent projects; project coordination; presentations and reports; 
experience with departmental administration and logistical tasks). 

6.   Excellent verbal and written communication skills.  
7.   Flexible schedule including weekends and/or occasional nights is 

required.  
8.   Ability to communicate audibly and clearly in informal classroom or 

gallery setting and quickly assess success of teaching techniques and 
able to keep group focused and engaged.  

9.   Experience with design and facilitation of programs for audiences of all 
ages is preferred.  

10.  Ability to prioritize and work in a timely and efficient manner.  
11.  Adapts and quickly responds to changes in the workplace.  
12.  Participates effectively in teams with special attention to communication, 

budget, deadlines, and priorities.  
13.  Familiarity with Word, Excel, PowerPoint, and other office programs. 
14.  Background check, and fingerprints required.  


