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The Children’s Science Center’s mission is to inspire a love of learning science, technology, engineering, and mathematics by providing 

unique opportunities to explore and create. 
 

Position Title: Volunteer and Intern Program Coordinator 

 

Date Posted:   August 15, 2021 

Department:   Experience 

Reports to:   Youth Development Initiative Manager 

FLSA Classification:   Non-Exempt 

Type of Position:   Full Time 

Hours:   40 hours per week ( Weekend hours included) 

GENERAL DESCRIPTION 
 

Energetic, dependable individual who manages the volunteer and intern needs of a creative organization by identifying the 
communities and individuals interested in supporting science, technology, engineering and math (STEM) activities. This 
position is responsible for the development and implementation of programs to meet the needs of cross-departmental 
volunteers and interns for the Children’s Science Center including the Lab, education outreach and community programs, 
marketing, development, and other business office support.  An effective Program Coordinator oversees a program that 
educates the volunteer or intern to provide an extraordinary customer experience.  They will grow the active volunteer and 
intern base, increases the average hours volunteers and interns serve by selecting dedicated individuals, yield strong 
volunteer satisfaction, and ensure greater support for organizational needs.  This coordinator will also be instrumental in 
assisting with our Youth Development Initiative, a new program designed to offer professional work skills training and 
opportunities to high school students who intern with us. 
 

SPECIFIC JOB RESPONSIBILITIES 

The Volunteer and Intern Program Coordinator works with staff and volunteers to ensure that all aspects of volunteer and 

intern recruitment, screening, organization, tracking, and recognition are managed successfully.  Responsibilities include: 

 Identify organization needs by coordinating and communicating with all departments to understand upcoming 
programs and opportunities.  

o Communications Team to promote volunteer and intern opportunities across multiple channels;  

o Advancement Team to coordinate volunteer and intern opportunities and support for development events; 

o Experience Team to coordinate Lab and Community Programming volunteer and intern shifts; 

 Drive multiple internship programs including recruitment, interview process, program creation, and evaluation 
 Possess strong communication skills in various environments including staff and program meetings, team 

involvement, email, phone and in-person interaction. 
 Recruit volunteers via multiple sources including companies, schools, individuals, corporations, and other 

organizations 
 Respond to volunteer and intern inquiries in a timely manner 
 Process and onboard new volunteers and interns 
 Write monthly volunteer blog and newsletter articles 
 Manage, utilize and evaluate the Galaxy Digital volunteer system including shift creation and usage, promotion of 

opportunities to the volunteer base, volunteer hour reporting, and securely update and maintenance all volunteer 
information in accordance with any applicable privacy rules and regulations; 

 Ensure all volunteer hours are captured in the volunteer system which entails entering hours, coordinating with 
team leads, and creating and understanding monthly reports.   

 Provide monthly volunteer and intern reports and metrics to Director of Experience 
 Coordinate continued learning opportunities for volunteers and interns 

 Become well-versed about Children’s Science Center programs, activities, and exhibits in order to answer volunteer 
inquiries. 

 Be available to work with volunteers and interns on weekends as needed 

 Be an ambassador to the public at all times; 

 Make safety a priority; 

 Other duties as assigned. 
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QUALIFICATIONS AND CHARACTERISTICS 

The ideal candidate will possess: 

 A desire to change the world by creating opportunities for others 

 A creative, imaginative, and innovative spirit 

 Excellent interpersonal, organizational, administrative, verbal and written communication skills 

 The ability to engage effectively with children, adults, and other staff members 

 The ability to deal professionally and flexibly with conflicts and fast-developing situations 

 An appreciation and ability to reach diverse populations, including those that are underserved, with volunteer and 

intern opportunities 

 A passion for education and a desire to promote interactive and informal STEM education to everyone 

 Flexibility and a fun-loving attitude 

PHYSICAL DEMANDS OF JOB 

These physical demands are representative of the physical requirements necessary for an employee to successfully perform 

the essential functions of this job. Reasonable accommodation can be made to enable people with disabilities to perform the 

described essential functions: 

Frequently required to: 

☒ Speak and hear; 

☐ Stand upright and/or walk on feet for up to five (5) hours at a time, sit for up to five (5) hours at a time; 

☒ Reach with arms and hands, including to raise arms overhead to move and lift up to thirty-five (35) pounds; 

☐ Climb or balance, stoop, kneel, crouch or crawl; 

☐ Move or lift at least fifty (50) pounds; 

☒ Use hands and digits to manipulate, handle, and feel. 

Occasionally required to: 

☐ Smell; 

☒ Perform repetitive motions; 

☐ Use eye, hand, and foot coordination. 

 
Vision abilities required by this job include close vision (close vision at 20 inches or less), distance vision (clear vision at 20 

feet or more), color vision (ability to identify and distinguish colors), peripheral vision (ability to observe an area that can be 

seen up and down or to the left and right while eyes are fixed on a given point), depth perception (three-dimensional vision, 

ability to judge distances and spatial relationships), and ability to adjust focus (ability to adjust the eye to bring an object into 

sharp focus). 

WORK ENVIRONMENT OF JOB 

While performing the responsibilities of the job, these work environment characteristics are representative of the 

environment the Volunteer and Intern Coordinator encounters. Reasonable accommodations may be made to enable people 

with disabilities to perform the essential functions of the job. While performing the responsibilities of the job, the employee 

is required to utilize computers and associated technology for long periods of time.  The noise level in the work environment 

is typically moderate to loud. 

REQUIREMENTS 

College degree in progress or completed with focus on education, museum studies, or a field of science preferred. Experience 

working with volunteers preferred.  Customer service experience preferred.  Successful completion of a criminal background 

check. Successful completion of a national background check and drug screening may also be required. 
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CONCLUSION 

This job description is intended to convey information essential to understanding the scope of the part-time Volunteer and 

Intern Coordinator position and it is not intended to be an exhaustive list of skills, efforts, duties, responsibilities, or working 

conditions associated with the position. The Children’s Science Center reserves the right to revise duties as needed. 


