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JOB CODE SERIES:
Education Series
JOB CODE TITLE:  
HISTORY EDUCATION PROGRAM MANAGER 
HRIS TITLE:

HISTORY EDUC PRG MGR
PRIVATE 
WORK DESCRIPTION: Plans, develops and administers a major history education program for children and adults in a large metropolitan area having a large museum with ancillary branch museums or historical sites.  Distribution of materials may be made statewide. 

WORK ACTIVITIES: plans, develops and administers a major history education program for children and adults.  Plans, coordinates, and administers events and conferences; produces curriculum materials; creates themes and topics; and sets work unit goals and priorities. Oversees all office operations and programs including docent, audio-visual lending, lecture series, movie series, etc. Supervises and trains staff.  Writes employee performance evaluations. Prepares annual budget requests.  Prepares and administers contracts and bids. Monitors all work unit expenditures, including state and private accounts.  Prepares annual reports. Writes and edits a variety of materials including textbooks, slide-shows, traveling trunk manuals, letters, scripts, speeches, press releases, pamphlets, reports, memos and conference programs. Researches historical topics for docent training classes, public talks, school curriculum materials including slide-shows, hands on exhibits, artifact trunks, teacher workshops, conference presentations and textbooks. Consults with other departments on the educational aspects of all exhibits, museum newsletters, brochures, and collections accessed.  Coordinate special events and guest speakers. Instructs docent classes and conducts teacher workshops.  Gives public talks, presentations, and conference presentations. Maintains records and schedules for all educational activities, unit expenditures, special events statistics, and supportive reports and records for administrative use. Attends meetings, planning sessions and conferences.  Consults with other museum professionals, school teachers, Arizona state department of education, etc. Represents the educational perspective in all meetings of the publication committee, accessions committee, exhibits committee, etc.  Attends staff, docent, volunteer, and supervisor's meetings.  Attends professional conferences, seminars, and workshops. Represents the museum in community groups such as school teachers, chamber of commerce, directors of volunteers in agencies, church groups, folk arts, music and service organizations.
WORK CONDITIONS: Works in an office setting 
SUPERVISION: Works under direction of the Director of a Historical Society, Division Director or administrative superior, performing tasks with significant autonomy.

WORK RESULTS/PRODUCTS: Programs such as workshops, lectures, tours, audio-visual materials, curriculum materials which enhance public access to and understanding and interpretation of the museum collections and resources.  
RESPONSIBILITY: For directing a large museum interpretive education program.

AUTHORITY: To prepare education budget and to approve expenditures; to make decisions regarding content, organization and set-up for public programs; to recommend program changes; and to select curriculum topics.  Major changes of program direction, goals, or policy require approval from supervisor.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of: Arizona and regional history, objects and documents; training and education principles and practices; historical research techniques; grants administration; museum education techniques and resources; budget development; management techniques and work organization concepts; of the objectives, curricula and operation of school systems.
Skill/Ability to: using research techniques; creatively developing themes, programs and curriculum materials; oral and written communication techniques appropriate to various educational levels and objectives; interpersonal relationships; teaching and training an individual or group situations; establish and maintain effective working relationships.
Special Selection Factors: A Bachelor's degree in education, museum studies, American history or related field and four years of related technical experience; OR two years experience equivalent to a Museum Curator II or Museum Education Curator.  A graduate degree in museum studies with a concentration in museum education or closely related field may substitute for two years of the required technical experience; OR one year of the required experience equivalent to Museum Curator II or Museum Education Curator.

