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Job Description 

 
Position Title:    Schools Coordinator 
Reports To:     Director of Education and Interpretation 
Exempt Status:    Non-Exempt 
Date Revised:    December 2016 
 
Job Summary 
The Schools Coordinator is the primary point of contact for all educational facilitates excellent 
visitor experiences at Andrew Jackson’s Hermitage by providing efficient, welcoming, and highly-
organized services to all K12 group visits. Organizes all aspects of educational experiences, plans 
and executes field trips, and maintains educational resources. Develops rapport with groups and 
engages visitors through storytelling.   
 
Accountabilities 
Program Delivery 

 Coordinates with the Director of Education & Interpretation on logistics of education 
programs and assists with the oversight and quality management of K12 programs.  

 Assists with research and development of education programs and manage their 
implementation. 

 Teaches educational classes and facilitate field trips. 
 Meets or arranges for the reception of all arriving educational groups and gives directions 

and instructions. 
 Assists/teaches workshops and summer programs. 
 Assists with development of new classes, programs, and initiatives. 
 Provides direction to part-time educators regarding the preparation and maintenance of 

classroom materials. 
 Stays in contact with school or site administrators, teachers, and parent chaperones during 

the entire class process, from inquiry to delivery. 
 Assists in technological endeavors as they relate to the education program. 
 Assists with special events and programs, site-wide, as requested. 

 
Administrative 

 Prepares invoices, itineraries, and confirmations, and pre-visit materials for school groups. 
 Provides reports in a timely manner. 
 Represents The Hermitage in public events, groups, and organizations. 
 Assists with evaluation of education programs. 
 Assists with Pencil Partner and Academies of Nashville programs as needed. 
 Tracks receipt of payment for reservations and facilitates payment of outstanding balances. 

 
Qualifications 
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 MA in history, education, or museum studies preferred. 
 Demonstration of exceptional skills in logistics and planning. 
 2-3 years experience in delivering educational and public programs in a museum or historic 

home.  
 Knowledge of the principles of museum education, site interpretation and customer service.  
 Excellent interpersonal communication and writing skills. 
 Must be a self-starter, work well with others, and pay excellent attention to detail.  
 Experience in delivering education programs through a variety of modalities including 

distance learning and able to interact with all ages, nationalities, and those who are 
physically or intellectually challenged. 

 Must be willing to work a flexible schedule including occasional evenings and weekends.  
 Must be adept at managing regular mathematical functions.  
 Proficiency in a second language preferred.  
 Proficiency at using Microsoft Suite. 

 
Relevant Competencies 

Building Trust:  Interacting with others in a way that gives them confidence in one’s intentions and 
those of the organization. 

Communication:  Clearly conveying information and ideas through a variety of media to 
individuals or groups in a manner that engages the audience and helps them understand and retain 
the message. 

Formal Presentation:  Presenting ideas effectively to individuals or groups when given time to 
prepare; delivering presentations suited to the characteristics and needs of the audience. 

Initiating Action:  Taking prompt action to accomplish objectives; taking action to achieve goals 
beyond what is required; being proactive. 

Innovation:  Generating innovative solutions in work situations; trying different and novel ways to 
deal with work problems and opportunities. 

Inspiring Others:  Using interpersonal styles and methods that inspire and guide individuals 
toward higher levels of performance; modifying behavior to accommodate tasks, situations, and 
individuals involved. 

Leveraging Diversity:  Appreciating and leveraging the capabilities, insights, and ideas of all 
individuals; working effectively with individuals of diverse style, ability, and motivation. 

Planning and Organizing:  Establishing courses of action for self and others to ensure that work is 
completed efficiently. 

Quality Orientation:  Accomplishing tasks by considering all areas involved, no matter how small; 
showing concern for all aspects of the job; accurately checking processes and tasks; being watchful 
over a period of time. 

 
Physical Demands 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
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made to enable individuals with disabilities to perform the essential functions. 
 

 While performing the duties of this job, the employee is occasionally required to stand; walk; 
sit; use hands to finger, handle, or feel objects, tools or controls; reach with hands and arms; 
climb stairs; balance; stoop, kneel, crouch or crawl 

 Ability to talk or hear; taste or smell.  
 The employee must occasionally lift and/or move up to 25 pounds.  
 Specific vision abilities required by the job include close vision, distance vision, color vision, 

peripheral vision, depth perception, and the ability to adjust focus. 
 While performing the duties of this job, the employee is occasionally exposed to weather 

conditions.  The noise level in the work environment is usually moderate. 

 
This job description is intended to describe the general nature and level of work being performed by 
the person assigned to this position.  Principal duties and responsibilities are intended to describe 
those functions that are essential to the performance of this job, and "other" duties and responsibilities 
include those that are considered incidental or secondary to the overall purpose of this job. 
   
This job description does not state or imply that the above are the only duties and responsibilities 
assigned to this position.  Staff members holding this position will be required to perform any other 
job-related duties as requested by management.  All requirements are subject to possible modification 
to reasonably accommodate individuals with a disability. 
   
Nothing in this job description restricts the supervisor's right to assign or reassign duties and 
responsibilities to this job at any time. 
 
Employee Signature: 
 
I have read and understand all of the above.  I have reviewed the duties and responsibilities for 
which I am responsible, as well as the minimum requirements of this position with my supervisor.  I 
understand that this document does not create an employment contract and that I am employed by 
The Hermitage on an "at will" basis. 
 
 
Reviewed with: _______________________________  ______________ 

Staff Member   Date 
 
 

_______________________________   ______________ 
Supervisor          Date 


