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JOB DESCRIPTION 

 

Position Title: Coordinator, K-12 and Family Programs   

Written By: Kristy Peterson        

Position Reports to (Title): Kristy Peterson, Director of Education, Outreach, & Interpretation 

Effective Date:  April 1, 2018 

Department: Education 

Exempt/Non-Exempt:  Full time, Exempt 

 

1. Position Summary 
This full-time position is responsible for overseeing all components of school and intergenerational 

programming (K-12, youth, and family) including the development, coordination, and implementation of on 

and offsite programs in relationship to K-12 curricular, teacher, youth, and family audiences. This position 

supervises K-12 and youth program volunteers and continually develops and assesses all related audience 

programs and events. This position works closely with the Director of Education to refine and improve 

curricular offerings and works with teachers on and offsite to develop, assess, and refine student programs. 

Additional priorities include developing teacher professional development opportunities and crafting pre and 

post visit lesson ideas for teachers that support Powell Gardens programs. The coordinator also works 

closely with new program partners for generating new audiences including organizations such as girl and boy 

scouts, the public library, and other cultural and botanical non-profit institutions.  

 

2. Representative Duties 

 

Programming 

1. Responsible for visioning, leading, developing, implementing and evaluating efficient and effective 

operations for the coordination and management of family and K-12 programming. Responsible for 

the development of a wide variety of vehicles for learning including family classes, children’s and 

family events, kid’s workshops, K-12 camps, and K-12 school and teacher programs. All 

programming offerings are targeted to a youth and family audience or K-12 audience. 

2. Researches and develops family and K-12 programs and events that encourage audience diversity and 

recruits and fosters new audiences to generate membership support and repeat visits to the garden. 

3. Works closely with the Marketing Manager, Director of Education, and Education Department 

Coordinator to ensure all programming details are in place, instructors or performers are contracted, 

and images and text set and edited in order to effectively promote all K-12 and family efforts online 

and in print. 

4. Performs other programming duties as assigned by the Education Director as needed for the 

department or the institution. 

 

Curricular Design 

1. Develops and implements K-12 tour programs and supplemental teacher resources that include 

comprehensive written lesson plans (with outlined learning objectives, pre- and post-activities, and in 

compliance with Next Generation Science grade-level appropriate learning standards). 

 

Interpretation 

 

1. This position is also responsible for conceptualizing, crafting, and editing supporting interpretive 

materials and signage or activities that are age appropriate to encourage engagement with elements of 

the garden.  

2. Provides content and instruction for necessary training programs that utilizes the resources of the 

botanical garden for volunteers, docents, teachers, and program facilitators. 
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3. Works with the Education Director and Marketing Manager in developing and carefully editing and 

reviewing all educational programs, materials, interpretive signage and special activities for the 

Gardens, special events and exhibits. 

4. Works in the education garden to assist with hands-on interpretation and garden activity with 

visitors/students/families. 

 

Volunteers 

1. Enforces safety rules and checks for safety hazards for the public and any volunteers in the education 

classroom, garden, and education spaces.  

2. Ensures that volunteers have the proper tools and content to best do their jobs. 

3. Works collaboratively with the Coordinator, Volunteer and Group Tour Programs to organize 

volunteer work and communicate details related to family programs, and K-12 tours and curriculum.  

 

Outreach 

1. Works consistently and effectively with schools, teachers, community youth leaders (scouts etc.) and 

advisory groups in exchanging ideas, determining needs, and developing best-practice professional 

family and k-12 audience programs and learning materials that are relevant, well-written, edited, and 

age-appropriate. 

2. Assists in the building and development of strong relationships with K-12 schools and teachers and 

other cultural partners for future program development. 
 

3. Sphere of Responsibility 

Works closely with education department team members and oversees the supervision of Powell Gardens 

program volunteers. Ensures all programs and materials are of the highest quality. 

 

4. Internal and External Contacts 

Internal: 

This position reports to the Director of Education, Outreach, & Interpretation but will work closely with 

other education department colleagues, visitor center staff, horticulture staff, and administrative staff.  

 

External: 

This position may interface with the general public on a daily basis to answer questions, teach the public via 

programs or k-12 tours, and communicates information to represent Powell Gardens offsite in a variety of 

ways.  

 

5. Consequence of Error 

Should the coordinator, K-12 and family programs fail in his/her duties, the Garden’s reputation as a 

leading botanical institution may suffer. Excellence must be at the core of this position. 

 

Failure to adhere to the policies and procedures outlined in the Powell Gardens employee handbook will 

result in a verbal warning (first offense), written warning (second offense), and potential dismissal. 

Unethical behavior will result in immediate dismissal. 

 

6.  Experience/Education  
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Education Requires a minimum of a four-year degree with coursework related to science 

education, horticulture education or botany, museum studies, k-12 education 

or equivalent professional teaching and or programming experience.  

Experience Two-three years of program planning or demonstrated related expertise is 

desired. Demonstrated proficiency in writing grade-level appropriate lesson 

plans and working with teachers in a public school or museum setting is 

preferred. Using technology (Microsoft Office Suite and Google docs) and 

familiarity with using databases (such as Altru) is required. Prior experience 

using Mailchimp or other online e-communications platforms is a bonus. Good 

writing skills are preferred as is knowledge of desktop publishing. 

Demonstrated experience in multi-tasking, creative problem-solving, working 

independently, and in adapting to a rapidly changing environment is helpful. 

Knowledge Knowledge of proper formats for business communications and proper use of 

grammar and punctuation and attention to detail is required. Knowledge of 

professional business practice (using contracts and efficient business 

communication) is required. Knowledge of best practice program planning and 

teaching varied age groups is required. Familiarity of state and national 

science and other curricular standards is helpful. Prior experience coordinating 

or supervising volunteers is helpful. A valid driver’s license is required. 

Communications This position requires excellent communication skills in person and in written 

form and an ability to work with and connect with a variety of people from all 

walks of life, varied ages, and with a range of abilities. The ability to talk to 

and engage with a variety of audiences to teach new concepts on any level is 

required. Timely communication and follow-up with staff, volunteers, and the 

public is a must. Professionalism and confidentiality is expected.  

Core Competencies 

 

Balances Stakeholders: Understands internal and external stakeholder 

requirements, expectations, and needs; balances the interests of multiple 

stakeholders; considers cultural and ethical factors in the decision-making 

process; acts fairly despite conflicting demands of stakeholders.  

Cultivates Innovation: Moves beyond traditional ways of doing things; 

pushes the status quo; continually assesses the market potential of an 

innovative idea or solution; finds and champions the best creative ideas and 

actively moves them into implementation; tries multiple varied approaches to 

innovative ideas; builds excitement in others to explore creative options. 

Drives Results: Has a strong bottom-line orientation—sets aggressive goals 

and high standards; persists in accomplishing objectives despite obstacles and 

setbacks; has a track record of exceeding goals successfully; pushes self and 

helps other achieve results; pursues everything with energy, drive, and the 

need to finish. 

Managing Change & Improvement: Measures effectiveness in initiating 

changes; adapts to necessary changes from old methods when they are no 

longer practical; identifies new methods and generates improvement in the 

organization’s performance.  

Optimizes Work Processes: Designs processes and procedures that allow 

managing from a distance; seeks ways to improve processes, from small 

tweaks to complete reengineering; separates and combines tasks into efficient 

and simple workflow; thinks about the whole system, focuses efforts on 

continuous improvement; identifies and seizes opportunities for synergy and 

integration. 

Persuades and Negotiates: Convinces others to take action; negotiates 
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skillfully in touchy situations; responds effectively to the reactions and 

positions of others; shares own ideas in a compelling manner that gains 

commitment from others; finds common ground and acceptable alternatives 

that satisfy the needs of multiple stakeholders. 

Tech Savvy: Anticipates the impact of emerging technologies and makes 

adjustments; readily learns and adopts new technologies; continually scans the 

environment for technology breakthroughs; experiments with a wide range of 

existing technologies while applying new and emerging options that can 

enhance organizational outcomes; encourages others to learn and adopt new 

technologies. 

 

 

9. Work Environment/Physical Requirements 

 

A combination of administrative tasks (indoors) and tasks elsewhere onsite are required—working indoors 

and outdoors will be expected. Professional appearance and public speaking engagement will be required.  

 

The ability to bend, kneel, and stretch, sit for periods of time (or stand) and lift 40-50 pounds is required.  

 

Some outdoor light garden work and support may be assigned and directed as needed (watering, weeding, 

mulching, planting). 

 

Work hours are primarily Monday through Friday 8 a.m. to 5 p.m., but occasional evening or weekend hours 

may be required due to episodic program support in other program areas of the department as needed or 

directed. When volunteers are absent and when needed, this position may be required to work in the stead of 

the volunteer. 

 

Disclaimer Statement: 

 

Every effort has been made to make your job description as complete as possible. However, this position 

description in no way states or implies that these are the only duties to be performed by the employee 

occupying this position. Employees will be required to follow any other job-related instructions and to 

perform any other duties requested by their department supervisor. 

 

 

Accepted By:_____________________________________________ Date: _____________________ 

 

 


