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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: Education Coordinator 

Date Posted:   8/16/2022 

Department:   Education and Institutional Learning 

Reports to:   Director of Education and Institutional Learning 

FLSA Classification:  Non-Exempt 

Type of Position:   Part-Time 

Hours:   20 hours per week, some evenings and weekend days 

Location: Lab, Business Office, and Off-Site Venues 

GENERAL DESCRIPTION 

The Education Coordinator plays an essential role for the Children’s Science Center by developing innovative, fun, and 
engaging curriculum and content for the Center’s in-house and community outreach programming. Additionally, the 
Education Coordinator serves as an informal educator and program leader by delivering programs at the Lab and in the 
community. The Education Coordinator enjoys being on a collaborative team that works with children and their 
caregivers to inspire their love of learning science, technology, engineering, and mathematics (STEM).   

SPECIFIC JOB RESPONSIBILITIES 

▪ Create, write, and deliver curriculum and content for Children’s Science Center Lab programming including but not
limited to activities in the Discovery Zone, Experiment Bar, Inspiration Hub and Tinker Shop, field trips, camps, and other

programs at the Lab.
▪ Create, write, and deliver curriculum and content for the Children’s Science Center’s community programming including

Family Science Nights, Mini-Labs, Latina SciGirls, festivals, and school/community assemblies. Facilitate one evening
event per month.

▪ Learn activities related to program and display competency in science topics demonstrated in activities.
▪ Act as an educator as needed to support overall staffing needs and to keep skills and knowledge up to date.

▪ Assist senior management in periodic review of existing programs and potential new programs as requested.

▪ Set up activities and event or program space; maintain control over event space and audience and make safety a priority;
ensure event space is returned to original condition and that all activities are safely crated or stowed.

▪ Coordinate materials between programs and maintain supplies.

▪ Ensure that programs and activities are designed within the quality standards of the Center.

▪ Participate in other educational and promotional outreach events.

▪ Provide technical support activities as well as support other duties as assigned.

QUALIFICATIONS AND CHARACTERISTICS 

REQUIRED QUALIFICATIONS 

▪ College degree with focus on museum studies, education, or a field of science preferred.

▪ Experience working with children required.

▪ Experience working with Microsoft Office (Word, Excel, PowerPoint, Outlook) and ability to learn and utilize

museum management and document management systems.

▪ Must be fully vaccinated for COVID-19 (i.e., at least 2 weeks after last dose) and, if hired, present proof of

vaccination by start date.

▪ Successful completion of a criminal background check.

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

IDEAL PROFESSIONAL CHARACTERISTICS 

▪ Energy, enthusiasm, and a passion for education, particularly informal STEM education;
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▪ Attention to detail and strong written communications skills; 

▪ Creativity and experience with writing informal education curriculum; 

▪ Good leadership, event management, organizational, and volunteer management skills;  

▪ Strong interpersonal communication, public speaking, and customer service skills to engage children and 

adults; 

▪ Awareness and sensitivity in interacting with diverse populations, including those that are historically 

underrepresented in STEM; 

▪ In addition to English, ability to speak Spanish and/or other languages. 

▪ Flexibility, creativity, 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; 

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

Occasionally required to: 

☒ 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 duties of this job, the employee is occasionally exposed to outdoor weather conditions, and may 

be required to wear a protective lab coat, protective glasses, and/or protective gloves. Employee may be required to 

use chemicals with Material Safety Data Sheets provided. Employee may need to use very hot or very cold liquids. 

Employee may be required to utilize light tools and equipment in the performance of duties.  The noise level in the 

work environment is typically moderate to loud. 

BENEFITS 

• Professional Development Opportunities  

• Flexible schedule and remote work opportunities 

• Science Center membership with ASTC and ACM reciprocity to hundreds of museums around the US and globe 

• Business Casual Dress 

• Credit Union Membership 

CONCLUSION 

This job description is intended to convey information essential to understanding the scope of the Education 

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 Science Center reserves the right to revise duties as needed.  
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The Science Center is committed to equal employment opportunity and providing reasonable accommodations to 

qualified candidates and employees pursuant to applicable law. We value and encourage diversity and solicit 

applications from all qualified applicants without regard to race, color, gender, sex, age, religion, creed, national origin, 

ancestry, citizenship, marital status, sexual orientation, physical or mental disability, medical condition, military and 

veteran status, gender identity or expression, genetic information, or any other characteristic protected by federal, 

state, or local law. If you require reasonable accommodation as part of the application process please contact 

hr@childsci.org. 
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