Ella Sharp Museum Job Description
Group Visit and Outreach Coordinator

Reports To:
Director of Education
Classification: Full Time; Non-Exempt
Department:
Education
Location: 3225 Fourth St. Jackson, MI
Supervises: N/A
Salary range:   $32,000-35,000

About this position

The Group Visit and Outreach Coordinator is responsible for working with the Education department team to develop, implement, and organize field trips, group visits, and community outreach programs. This staff member coordinates select departmental programs as needed including outreach program preparation and facilitation of school and group visits. The Group Visit and Outreach Coordinator is scheduled to work primarily Monday through Friday, with some evenings and weekends to meet staffing needs for programs and events.
 

Representative responsibilities of this office include: 

1. Coordinate and manage Outreach and Education programs.
2. Schedule and coordinate field trips and group tours and confirm details prior to the group’s visit.
3. Design, manage, and provide assessment of pre and post visit materials for field trips and other Education programs.

4. Scheduling of all school field trips for the galleries, historic buildings, collections, planetarium, campus wide tours and outreach.
5. Lead tours and hands-on workshops for K-12 students, youth groups, and adults

6. Scheduling of docents for Education department projects, programs, and field trips.
7. Assist Director of Education with various tasks as needed
8. Other duties as assigned.
Desired Qualifications: 

· Strong customer service skills with the ability to engage visitors
· Excellent interpersonal and communication skills
· Detail oriented, able to work independently, with a professional attitude and appearance
· High School diploma or equivalent required; Bachelor’s Degree preferred 

· Basic reading, writing, and arithmetic skills required
· Must pass background check
This position requires the ability to do one or more of the following throughout the day: stand, walk, sit, bend, and reach above and below shoulder level, and lift/carry 50 lbs. The noise level in the work environment is variable and unpredictable, ranging from quiet to loud. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. All job applicants receive equal consideration for employment.
About the Ella Sharp Museum

The Ella Sharp Museum, a 501(c)(3), was founded in 1965 and offers programs, exhibits, and

experiences preserving community history, advancing art appreciation, and connecting children

with astronomy. Our 6-acre campus includes the Hadwin Center with exhibit galleries, program

spaces, rental facilities, and offices; the Merriman Sharp farmhouse, a one-room schoolhouse, a

log cabin, barn and the Hurst Planetarium. Our mission focuses on providing opportunities to

connect our community with history and the arts. Additional information about Ella Sharp

Museum is available at www.ellasharpmuseum.org. 

How to apply: Submit cover letter and resume via email to: Paige McCafferty, Director of Education, Ella Sharp Museum, PaigeM@EllaSharp.org Resumes will be reviewed upon receipt. Position open until filled 
