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The Academic and Tour Programs Manager at The Columbus Museum manages the guided tour program, docent corps, and academic outreach programming for PreK-12 grade audiences. This position is responsible for planning, coordinating, and delivering exceptional guided tour experiences that engage diverse audiences and contribute to the Museum’s mission. This position requires a strong background in curriculum-based education, current education theories and methodologies, and object-based teaching with an emphasis in art and history education. The Columbus Museum is an American art and regional history museum in a growing community in West Central Georgia. 
This job reports to the Director of Education and Engagement.
Essential Functions
· Develop, implement, lead, and evaluate school programs for Pre-K - 12 public, private and homeschool audiences that meet curriculum standards.
· Serve as the primary point of contact for tour requests for school groups and the general public. Coordinate tour logistics including scheduling, staffing, accessibility accommodations, and special requests.
· With the Director of Education and Engagement, recruit, train, supervise, and evaluate The Columbus Museum docent corps.
· Hire, train, supervise, and evaluate part-time Gallery Teachers.
· Develop and maintain relationships with local and regional teachers and administrators and institutes of higher education.
· Schedule and supervise monthly student exhibitions and associated receptions for the Museum’s Pound Gallery.
· Attend school fairs, career days, and teacher in-service days to promote programs and offerings.
· Complete administrative duties for program areas including tracking attendance.
· Provide exceptional customer service and represent the Museum in a professional manner to visitors and in the community.

 Other Functions
· Maintain appropriate professional contact with Museum Board members, volunteers, museum membership, and museum education peers for the purpose of ensuring that the goals of the work unit can be met.
· Daily attendance and punctuality are required for the purpose of ensuring that the goals of the work can be met.
· Maintain and increase knowledge and skills through attendance at meetings, conferences, training, seminars, and in-service training sessions for the purpose of supporting the needs of the Museum.
· Perform other related duties listed above which are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position for the purpose of ensuring the efficient, effective functioning of the work unit can be met.

Job Requirements:  Minimum Qualifications Skills, Knowledge and Abilities
 
SKILLS are required to perform multiple, highly complex, technical tasks with a need to occasionally upgrade skills in order to meet changing job conditions.  Specific skill-based competencies required to satisfactorily perform the functions of the job include: demonstrated organizational skills; good communications skills; excellent project management skills; strong interpersonal skills and writing skills.
KNOWLEDGE is required of Art History, History, Museum Education, and/or Arts Education practices involved in the operation of a museum.
ABILITY is required to: interpret and provide a wide range of programs for school audiences; multi-task; speak to the public; and follow budgets.

Responsibility
Responsibilities include: working under supervision following standardized practices and/or methods, supervising the docent volunteers, supervising part time staff, and working with other persons within the museum, large work unit, and/or across several small work units.  Utilization of significant resources from other work units is routinely required to perform the job’s functions.

Working Environment
The usual and customary methods of performing the job’s functions require the following physical demands:  occasional lifting, carrying, pushing, and or/pulling; some climbing and balancing; some stooping, kneeling, crouching, and/or crawling; and significant fine finger dexterity.  Generally, the job requires 60% sitting, 20% walking, and 20% standing.  This job is performed in a generally clean and healthy environment.

Education
Bachelor’s degree in a related field required. Master’s degree in art history, history, museum studies or art education preferred.
 
Experience
2-3 years’ museum education experience; volunteer or docent management is desirable.  Record of teaching experience desirable.
Equivalency
Bachelor’s degree plus comparable experiences and training
Required Testing                                             Certificates & Licenses
None Specified                                         
 
Continuing Educ./Training                           Clearances
As funding permits                                   Criminal Justice Fingerprint/Background Clearance
 
Salary range at hire
$45,000-50,000
Submit a letter of interest, references and an up-to-date resume to
Lucy Kacir
Director of Education & Engagement
Lkacir@comuga.org

No phone calls, please.
