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Cultural Attractions - Education Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Education
Reports to: Chief Operating Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
Our Education Manager runs the programs that teach children and adults on our grounds and in schools. You plan school field trips, summer camps, and public programs, lead the educators, and work with the Volunteer Coordinator to train docents. You keep programs safe for children and within budget.
2. Essential Duties and Responsibilities
1. Plan field trip programs, school outreach, camps, and family programs tied to state learning standards.
1. Hire, train, and schedule educators, including the seasonal camp staff.
1. Set child safety rules for programs: staff-to-child ratios, check-in and pickup, bathroom policy, and allergy and medical forms.
1. Train docents with the Volunteer Coordinator on content, tour skills, and [object handling or animal contact rules].
1. Manage program budgets and fees, and send attendance and outcome data to development for grant reports.
1. Work with the Curator on [ambassador animal use, gallery content, or garden tours] so programs follow collection rules.
1. Review evaluations from teachers and families, and change programs based on what you learn.
3. Key Tasks / Daily Activities
1. Check the day's school groups, programs, and staffing, and fill any gaps.
1. Visit programs in progress to observe and coach educators.
1. Answer teachers' and parents' questions about bookings, camp forms, and accessibility needs.
1. Plan or edit lessons, camp schedules, and materials.
1. Meet with the Volunteer Coordinator about docent schedules and training.
4. Key Performance Indicators (KPIs)
1. Field trip students served: [your target].
1. Camp enrollment against capacity: [your target].
1. Education program revenue against budget: [your target].
1. Teacher satisfaction score: [your target].
1. Active trained docents: [your target].
5. Required Qualifications and Skills
1. Bachelor's degree in [education, biology, history, art, museum studies, or a related field].
1. [4+] years teaching or running informal education programs, including [2+] years supervising staff.
1. Experience running camps or youth programs with written supervision procedures.
1. Clears the background check your policy and state law require for work with children.
1. First Aid and CPR certification, or willing to earn it before camp starts.
6. Preferred Experience
1. Has trained docents or other volunteer teachers.
1. State teaching certificate or experience writing lessons to state standards.
1. Experience writing or reporting on education grants.
1. Knowledge of your state's day camp licensing rules, where they apply.
7. Physical Requirements
1. Stand, walk, and teach for long periods, indoors and outdoors.
1. Carry program supplies up to [30] pounds.
1. Move with groups of children across the site in all weather.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Full-time. Weekdays during the school year, with longer days during camp season.
1. Some weekends and evenings for public programs and events.
1. Busiest in the spring field trip season and summer camps.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new education manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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