
Washington Pavilion Management, Inc. 
Museum and Public Program Manager (v.12.1.17) 
 
I.  Basic Function 
Provide visiting groups and the general public with learning and engagement opportunities through the 
interpretation of exhibits, hands-on demonstrations, workshops, tours, and special programming. 
Participates in the daily operation and maintenance of the Washington Pavilion museum spaces and 
special programming. Responsible for the staffing, scheduling, and supervision of museum program 
employees and volunteers. 
 
II.  Organizational Relationship 

 Responsible to the Director of Education & Programming. 

 Collaborate with the Director of Exhibits & Collections. 
 

III.  Specific Duties and Responsibilities 

 Responsible for daily art and science hands-on activities in the museum spaces. 

 Manage museum program staff and volunteers. 

 Serve as master scheduler for education and programming activities.   

 Develop & monitor the daily operation of the museum spaces. 

 Enhance the learning concepts of each exhibit; train team in explaining them to patrons. 

 Assist the Development department on grant proposals and grant reporting for education 
programs as needed. 

 Coordinate group visits to the museums. 

 Serve as a lead instructor for designated education and outreach programs. 

 Maintain familiarity with emergency procedures and take the lead in implementing them when 
necessary. 

 Collaborate with other departments to support mission-related projects. 

 Participate in professional development to maintain and enhance skills. 

 Perform other related duties as assigned. 
 
IV.  Qualifications 

 4+ years of proven experience in management, interpretation, education and/or museum setting. 

 Bachelor’s Degree or coursework in related discipline preferred. 

 Demonstrate strong written and verbal communication skills 

 Demonstrate the ability to present innovative art and science programs and activities  

 Possess competent computer skills 

 Communicate effectively to a wide range of team members and audiences 

 Demonstrate effective leadership and interpersonal skills 

 Understand human resources procedures including confidentiality of information 

 Exhibit impressive organizational skills and flexibility 

 Manifest enthusiastic self-motivation and ability to work as a team 

 Knowledge and experience in program evaluation and interpretation methodologies 

 Possess strong commitment and attention to customer service 

 Willingness to work nights and weekends 

 Valid driver’s license and clean driving history 

 Physical ability to move throughout the entirety of the Washington Pavilion building and lift 50 
pounds. 
 


