PUEBLO ZOO/PUEBLO ZOOLOGICAL SOCIETY

Education Program Coordinator
Pueblo Zoo Mission:  To empower people to engage in conservation 
of animals and their natural habitat. Empower. Engage. Conserve.
Pueblo Zoo Vision: To be the trusted leader in our community raising awareness of the
 value of biodiversity and promoting conservation.
Pueblo Zoo Core Values:  Animal Welfare, Conservation, Teamwork,
Education, Collaboration, Community
Status: Regular, Part-time, Hourly, Non-exempt

Regular Schedule: 16 hours per week. Days/hours may vary, some weekend coverage

Reports to: Director of Education

Compensation: $14.50
Benefits:  3% employer matched SIMPLE IRA, eight holidays, six sick days and a commitment to flexible work schedules and professional development. 
ORGANIZATION OVERVIEW:

The Pueblo Zoo is a vibrant, collaborative, and flexible workplace. The Pueblo Zoo is accredited by the Association of Zoos and Aquariums and is home to nearly 250 animals representing more than 125 species.  Driven by our mission to empower people to engage in conservation of animals and their natural habitat, we serve 100,000 annual visitors, provide educational outreach to tens of thousands of students, and directly support global species conservation. At its core, Pueblo Zoo values animal welfare, teamwork, education, collaboration, and community.  The Zoo is located in Southern Colorado and provides a great living experience in a big, small town that offers endless outdoor and cultural opportunities without the hassle of congested big city problems. 

GENERAL DESCRIPTION

The Pueblo Zoo seeks an organized, friendly, self-starting individual to fill a 16-hour per week position as Program Coordinator.  Under the supervision of the Director of Education, this position is expected to fulfill the following duties: 

· Coordination and scheduling of all onsite and offsite school programs, field trips, as well as all other forms of community programming using clear and timely communication 

· Schedule monthly Docent meetings, periodic field trips, and act as liaison with Volunteer Coordinator to offer this group opportunities to volunteer for special events at the zoo.
· Administer registrations, scholarship requests, and payments for summer camp programs.

· Oversee and maintain a program database, education calendar, and evaluation results.

· Maintain supplies and update written materials for programs

· Ensure that all education programs and education volunteer training materials are current and up-to-date.
· Work with education team to plan out department goals and support special programming

· Work with gate staff to greet educational field trip groups that are scheduled for Monday – Thursday morning events, ensuring payment has been received, programs are staffed, and teachers feel welcomed and have the support they need to have a successful experience with the zoo
Experience Required
Must have excellent customer service and communication skills. Preference for candidates working towards a degree in education, biology, sociology or related field. One-year minimum working at an educational facility or overseeing a busy schedule for a public serving industry or combination of education and experience.  Must have experience with database maintenance and Google Suite, Microsoft Suite, and be open to learning new programs. Must have the ability to research information using digital resources.  Respect for conservation, sustainability, and animal well-being is commended and required.  

Physical & Environment Requirements

This position requires hold, lift, carry, or push items as necessary, up to 25 pounds.  May require long periods of standing, hauling materials over uneven and wet surfaces, frequent bending, stooping, stretching, reaching, and lifting items. This position requires frequent walking across Zoo grounds, as well as long periods of time sitting in an office.  This position requires multi-tasking and focus with a lot of background noise.  Must have the ability to listen and respond to radio needs as required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. This job description is intended as a guide to the general job responsibilities and is not inclusive of every duty the employee is expected to perform. 

COVID INFORMATION
Vaccination is most strongly recommended. 
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