
 

 
Program Educator II – Historic Houses and 
Museums #02169 
City of Virginia Beach – Job Description 
Date of Last Revision: 08-07-2020 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  20 
 
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 conduct Virginia Beach Historic Houses and Museums events and informal educational 
programs for visitors and student groups of all ages; train employees and volunteers; and develop, plan 
and supervise volunteer programs. 
 
Representative Work Functions and Responsibilities 
Create, plan, and conduct events and programs to support department goals and to increase visitation. 
 
Create, plan, and conduct educational programs for school groups (pre-school through college) 
ensuring programs are aligned with curriculum; and plan and conduct public programs in order to 
increase the public's knowledge and to increase the visitors’ understanding of Virginia Beach History 
Museums’ exhibits. 
 
Write curriculum guides for school programs that support learning standards. Develop and provide up-
to-date teacher materials for school programs; conduct ongoing research to keep educational 
curriculum and materials up-to-date; and write public programs in order to create educational 
opportunities for visitors. 

 
Supervise the work of part time educational assistants and direct their work in program development 
and instruction. Train and supervise staff and volunteers to deliver school and public programs, and 
maintain high quality programming through ongoing evaluation of staff and volunteers. Schedule staff 
and volunteers to work events, maintain a smooth flow of school groups and visitors, and to create an 
interpretive information source at key exhibit areas. 

   
Train and evaluate staff and volunteers so that they are kept up-to-date on exhibit changes and 
programming. Produce recruitment materials for the volunteer program; monitor and assist with 
volunteer educational and recreational opportunities to ensure support of volunteer efforts for the 
museums. 
 
Supervise staff conducting ticketing system transactions and address any issues that arise. Serve as 
the custodian of petty cash. Serve as a weekend supervisor on a rotating basis; respond to security 
alarm and emergency calls as needed. 
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Conduct and assign required research to contribute as needed to exhibit development and 
improvement. 
 
Wear and maintain historical reproduction attire as needed. 

 
Act as liaison with groups outside of the department in order to facilitate service and communications; 
work with auxiliary groups and the Virginia Beach Historic Houses Foundation. 

 
Coordinate with other Historic Houses and Museums and marketing staff to promote events and 
programs. 

 
Conduct public presentations and serve as a historical reference source to increase community 
awareness of the historic houses and museums and their mission. 
 
Routine travel between museums and other locations required. 
 
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 
Demonstrate knowledge of Virginia history and curriculum development; communicate effectively with 
the general public, community groups, and educational institutions; effectively supervise the work of 
staff and volunteers; and have good command of language and demonstrate high abilities in teaching 
skills and techniques. 
 
Minimum Qualifications 
Requires any combination of education (above high school level) and/or experience equivalent to 
seven (7) years’ experience in fields utilizing the required knowledge, skills and abilities and 
associated with such positions as an interpreter or educator in a classroom, museum or historic site. 
 
Must have a current and valid driver’s license. 
 
Preferred Qualifications 
Experience as an educator or program planner in a museum, historic site, or related field.  Experience 
creating, planning, and executing events and activities for large groups, including educational 
programs.  Experience collaborating in a team setting to develop programs and complete projects in a 
related field.  Experience managing and supervising staff. 
 
Special Requirements 
Must be available to work evenings, weekends, holidays, and overtime when required to meet operational 

needs. 

 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of Virginia history subject areas and standards of learning. 
2. Knowledge of instructional techniques. 
3. Knowledge of curriculum and program development. 
4. Knowledge of department and City policies and procedures. 
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B. Skills 

1. Skill in writing and organization of informational material. 
2. Skill in training and supervision of staff and volunteers. 
3. Skill in use of multi-media materials and equipment. 
4. Skill in use of interpretive materials. 

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

organizations with whom the department has contact. 
5. Ability to conduct off-site field trips. 
6. Ability to lift light equipment and teaching aids. 
7. Ability to work independently. 
 

Working Conditions 
The below stated 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. 
 
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. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of 
limb and body movement. 
Requires light to medium work that involves utilization of standard office equipment, walking, 
standing, stooping, lifting, pushing and raising objects and involves exerting up to 50 pounds of force 
on a frequent basis. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use 
of mental processes. 
Performs specialized technical or entry level professional work requiring general understanding of 
operating policies and procedures and their application to problems not previously encountered. 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, 
including those that may lead to injury or health hazards even though precautions have been taken. 
This job may risk exposure to bright/dim light, dusts and pollen, asbestos, extreme heat and/or cold, 
wet or humid conditions, noise, and traffic. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the 
job. 
This job requires normal visual acuity and field of vision. 
 

 

 


