
 

 
Aquarium/Museum Education Programs 
Coordinator #02172 
City of Virginia Beach – Job Description 
Date of Last Revision: 03/03/2023 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  10 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Develop and administer museum educational programs for general public and student groups; 
responsible for recruitment, training, and general administration of the museum's volunteer program; and 
administer special projects. 
 
Representative Work Functions and Responsibilities 
Plan and conduct educational programs for school groups (pre-school through college) so that programs 
are aligned with science curriculum; and plan and conduct public programs around Aquarium exhibits to 
increase the public's knowledge about Virginia's marine environment and to increase the visitor's 
understanding of exhibits. 
 
Research, design, and write curriculum guides for school programs so that curriculum is packaged 
following certain standards of learning and so teachers are provided with attractive support materials for 
their Aquarium visit; conduct ongoing research to keep educational curriculum and materials up-to-date; 
and research and write materials for public programs to create educational opportunities for visitors. 
 
Supervise personnel through assignment and review of work, performance appraisal, leave authorization, 
and discipline to ensure that  divisional goals and objectives are met. 
 
Research and document department's budgetary needs to ensure sufficient funds are provided to  
accomplish department goals. 

 
Act as educational liaison with school systems, universities and environmental groups to facilitate service 
and communication between the groups and the Aquarium. 
 
Conduct formative and summative evaluations of Aquarium programs to review applicability and accuracy 
of materials and effectiveness of the presentation. 

 
Assist in scheduling and calculating the number of school children who can receive instruction on a daily 
and yearly basis to ensure that the maximum number of children are served and so that a smooth flow of 
traffic is maintained on the floor. 

  
Plan publicity of public and school programs through brochures and newspaper articles to promote 
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participation in those programs; and assist with public presentations outside the Aquarium and serve as a 
scientific reference source as may be required to increase community awareness and involvement in the 
Aquarium. 

 
Maintain an up-to-date inventory and operating procedures for equipment and supplies so that utmost 
care is taken to prevent loss and damage; and responsible for ordering equipment as needed for 
classroom instruction so that hands-on learning is available to students. 

 
Responsible for training, scheduling and evaluation of volunteers to augment the Aquarium staff and 
create a personal information source at key exhibit areas for Museum visitors; and produce materials 
about the volunteer programs to create awareness of and recruitment for the volunteer program. 
 
Work with the Museum League and its board to maintain rapport and communications between staff and 
volunteers. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 

 
Performance Standards 
Effectively supervise and organize the work of the educational staff; demonstrate knowledge of marine 
science and curriculum development; communicate effectively with community groups and educational 
institutions; effectively supervise the work of volunteers; meet assigned deadlines; and have good 
command of language and teaching skills.  
 
Minimum Qualifications 
Requires any combination of education (above high school level) and/or experience equivalent to seven 
(7) years’ educational experience in fields utilizing the required knowledge, skills, and abilities and 
associated with such positions as Education Program Coordinator, Classroom Teacher, Science 
Supervisor, or Marine Biology Instructor. 
    
Preferred Qualifications 
Teaching certificate preferred.  
 
Special Requirements 
Must be available to work evenings, weekends, holidays, and overtime when required to meet operational 

needs. 

 

This position may require that incumbents wear and maintain appropriate personal protective equipment 
such as, but not limited to, steel toed shoes, safety glasses, gloves, or other designated safety attire and 
equipment in designated areas of risk.  Specific requirements will be determined and communicated by 
the employee’s supervisor based on position assigned. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of marine science subject areas and terminology. 
2. Knowledge of instruction techniques. 
3. Knowledge of curriculum and program development. 
4. Knowledge of museum and city policies and procedures.  
5. Knowledge of EEO and diversity practices. 
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B. Skills 
1. Skill in writing and organization of informational materials. 
2. Skill in training and supervising personnel. 
3. Skill in use of multi-media materials and equipment. 
4. Skill in working with volunteers. 
5. Skill in use of scientific equipment, and care and handling of live marine animals. 

C. Abilities 
1. Ability to organize work of self and others to meet production deadlines. 
2. Ability to communicate well in both oral and written fashion. 
3. Ability to be creative and innovative in determining museum program needs. 
4. Ability to establish effective working relationships with museum staff and other groups or 

organizations with whom the museum has contact. 
5. Ability to direct production of attractive promotional pieces for educational programs. 
6. Ability to lift light objects used as teaching aids. 
 

Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 
the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title. A more detailed description will be made available at 
the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 

 


