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JOB DESCRIPTION 
 

Position Title:   Manager, Education Programs    
Written By:  Tabitha Schmidt, Executive Director/President     
Position Reports to (Title): Executive Director/President   Effective Date:  March 2021 
Department: Education 

 
1. Position Summary 
This position plays a critical role in advancing the Garden’s mission by shaping innovative experiences for 
patrons of all ages, and engaging cross-departmental teams that together design exciting educational programs.  
Extensive growth and innovation through quality programs and experiences, and success in revenue-generation 
for the Garden are high priorities. This department will work with other areas to transform each cadre of visitors 
into engaged partners who regularly enjoy the gardens and programs.  Evaluating audience interest and 
experience is key to assessment and refinement. 
 
2. Essential Functions 
 
Strategic Leadership 

1. Provide leadership in the development for the continuous evaluation of short and long-term strategic 

education objectives and success 

2. Ensure credibility of education programming by providing timely and accurate analysis  

3. Advise and evaluate on impact of long-range planning and new programs and strategies 

4. Provide recommendations to strategically enhance education objectives 

5. Provide fundraising support as required of the organization as well as work closely with the Visitor 

Experience team to execute programs 

 
Programming 

1. On the basis of a long-range plan, develop and execute a viable, outcomes-based education and outreach 

plan including the overall calendaring, coordinating and planning for all programming and events 

2. Focus programming objectives on youth/family, schools, adults and higher education partnerships that 

serve the Gardens’ mission to embrace the Midwest spirit of place and the importance of plants in our 

lives. 

3. Provide the CEO progress reports and statements as requested, measuring movement toward measurable 

outcomes 

4. Keep abreast of research and trends in informal education specifically as it relates to botanical gardens 

and other cultural institutions 

5. Work collaboratively with the Director of Horticulture to foster and develop a partnership with content 
experts, collaborating and coordinating efforts in all educational program development. 

6. Support festivals and exhibitions by providing important educational activities, guidance and staffing 
when appropriate 

7. Support membership by working collaboratively on members-only educational opportunities 
 

Operations 

1. Develop, manage and monitor the Education budget; prepare projections, justifications and other 

documentation 

2. Effectively utilize the Altru and TripleSeat databases for marketing and programming decisions 
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3. In concert with staff, create and oversee maintenance of appropriate record-keeping systems for tracking 

participation and engagement 

4. Work closely with the senior leadership team on fundraising, marketing, responsible program plans and 
cost controls; identify current and potential sources of program funding and pursue them in close 
coordination with appropriate leaders; and focus extensively on building revenue-generating initiatives 
that financially support the Gardens 

5. Work collaboratively with the Manager, Visitor Experience and the team to ensure all logistical 
scheduling, coordinating, meeting, greeting and communication are professionally executed 

 
Outreach  

1. Appropriately manage various external new and existing relationships and partnerships 
2. Identify and develop new partnerships approved by the CEO where appropriate 
3. Aid in establishing relationships with higher education institutions 

 

Curricular Design/Interpretation 

1. Develop and implement 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). 
2. Collaborate with the horticulture department to best identify and address interpretive needs of the 

Gardens 
3. Write content for various self-guided and visitor engagement tools 

 
Docents/Volunteers 

1. Recruit, train, coach and recognize docents at Powell Gardens; focus on growing the number of docents 

in the program; and their repertoire of guided tours specifically for schools 

2. Manage any volunteers for educational related activities 

 
3. Sphere of Responsibility 
 
Oversight of the volunteer docent program and education volunteers 
Member of the Board Visitor Experienced and Education Committee 
 
4. Internal and External Contacts 

 
Internal:  All Powell Gardens employees and volunteers 

 
External:  Vendors, Donors, Prospects, Community 

 
 

5. Consequence of Error 
 
The Manager, Education Programs is one of the key figures responsible for visitor engagement.  Programs, 
events and other interpretative strategies aid visitors in experiencing the Gardens and help build engagement.  
Failure to successfully execute the duties of this position can result in lost revenue, poor visitor experience and 
damaged relationships causing financial hardship on the organization. 

 
6.  Experience/Education  
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Education Bachelor’s Degree required; Master’s Degree in Education, Museum Education, 
Museum Studies or a related STEM is preferred 

Experience 5+ years of progressively responsible informal education experience 
3 years of volunteer management experience 
Experience working with committees 
Prefer experience with or in higher education partners  

Knowledge Evidence of strategic leadership, long-range planning and execution. 
Experience with earned-income educational programming. 
Significant engagement in the field with knowledge of education best practices 
from across disciplines (not just science); understanding of diverse pedagogical 
approaches to education; familiarity with learning styles and developmental 
stages; an ability to bring to a broad range of educational tools and methods; 
facility and comfort with both innovative, personal and high-touch educational 
experiences. 
A mature level of judgment and decision-making in a changing, fast-paced, 
future-thinking and visitor-centric environment; the ability to explain education 
and interpretation concepts and approaches to people who are not specialists and 
to engage their support; ability to think critically, work independently and resolve 
complex problems; a high energy level; ability to manage multiple activities and 
responsibilities. 
Outstanding organizational and planning skills 
 

Communications Speak, listen and write in a clear, thorough and timely manner 
Diplomatic and professional 
Transparent and factual 

  

 
7. Work Environment/Physical Requirements 
  
Primarily Monday through Friday, 8 am to 5 pm, but employee must be willing to work longer hours as projects 
and deadlines require.  Must be available to work as required at events or programs.  Attend Board meetings and 
Board Committee meetings outside of normal working hours as requested.  Travel to off-site meetings as 
required.  Able to remain in a stationary position up to 50% of the time; move about inside the office to perform 
normal duties; move throughout a multi-facility work location 
 
Please send cover letter and resume to Tabitha Schmidt at tschmidt@powellgardens.org. 
 


