Programming Coordinator

Children’s Museum of Eastern Oregon

The Programming Coordinator understands, supports and promotes the mission of the Children’s Museum of Eastern Oregon (CMEO).  S/he is responsible for museum programming, coordination for outside community events, day-to-day operations of the museum, marketing, plus any other duties necessary for running the museum under the direction of the Executive Director.  Specific duties include:

Programming Duties:

· Organize and facilitate weekly and monthly museum programs, keeping programs fun, fresh and vibrant.
· Organize community events and educational programs at the museum and the surrounding areas of Umatilla/Morrow County.
· Collaborate with other local organizations on programs and events in the museum and out in the community.
· Gather programming data and create programs in response to need.
· Organize and facilitate the monthly Night at the Children’s Museum program.
· Develop and distribute marketing materials.

Day-to-Day Operation Duties

· Establish a relationship with museum visitors and volunteers.
· Manage the birthday party schedule. Facilitate all birthday parties and update party inventory.  
· Maintain a safe, friendly, organized, and clean museum.
· Update and maintain the museum database including program and party schedule, membership list, and attendance records.
· Carry out other administrative duties as assigned.
Other Duties

· Represent CMEO in the local community and surrounding areas of Umatilla/Morrow county

· Maintain regular and open communication with the Executive Director.
Required Qualifications

· Familiar with child development milestones

· Excellent oral and written communication skills

· High customer service skills

· Proficient computer skills

· Be able to pass a criminal background check

· Have reliable transportation

Preferred Skills and Experience

· Background in education, curriculum development, and/or child development

· Well organized and self-motivated

· Creativity a plus
· Enjoys working with the public and children
This position is part time at 20-25 hours/week including some evenings and weekends.

Salary: $9.75 per hour, no benefits

To apply: Please send resume and a cover letter to director@cmeo.org
The Children’s Museum of Eastern Oregon is a non-profit 501(c)3 organization.

