Anchorage Museum Association

Title:  Teen Volunteer Program Assistant  


FLSA Status:  Non-Exempt    
Reports To:  Teen Volunteer Program Manager      Approved By:  Museum Director
Effective Date:  August 2010
                           
      Approved Date:  August 2010
Summary Position Statement:
Under the general direction of the Director of Education & Public Programs, and the Teen Volunteer Program Manager, the Teen Volunteer Program Assistant will assist in the working day-to-day operations and the teaching and learning in the new science galleries.  When the Teen Volunteer Program Manager is not present, this position acts as supervisor for Science guides and teen volunteers (ages 13 – 17 years). 
Essential Duties and Responsibilities:
· Assist Teen Volunteer Program Manager to coordinate, train, mentor, observe and help evaluate teen volunteers, ensure safety at all times, and model positive public relations and program delivery.  
· Help organize and manage weekly schedules and provide on-going feedback to the Teen Volunteer Program Manager to help track hours, incentives and interest-levels.
· In collaboration with the IDC team, the Teen Volunteer Manager, and the Director of Education and Public Programs provide science research and implement ongoing learning rich learning experiences when possible. 
· Serve as point of contact and communication for guides and teen volunteers and their parents/guardians when the Teen Volunteer Program Manager is not present. 
· Work closely with the Teen Volunteer Program Manager and other related Museum departments to plan and facilitate Annual Teen Volunteer recruitment and on-going activities.  

· Coordinate with the Teen Volunteer Program Manager the day-to-day opening/closing shift duties, report any exhibit breakages, and provide daily check list of needed supplies and materials.     
· Help maintain the teen volunteer break area to ensure it is adequately clean and safe at all times. 
Non-Essential Duties and Responsibilities:
· Work collaboratively with all Museum Education staff and maintain effective communication regarding the needs, upkeep, and on-going maintenance of the science galleries.  

· Perform other related duties as required.
Required Knowledge/Abilities:

Knowledge of:
· Proven experience working with teens and/or volunteers in a supervisory role. 

· Must have excellent written and oral communication skills with ability to assist in the development of and to deliver dynamic, engaging public presentations to diverse audiences of all ages in a positive, rewarding manner. 

· Must be a professional, responsible, reliable motivated team player with strong interpersonal and organizational skills.

Ability to: 

· Work weekends, evenings, and holidays when necessary. 
· Work under pressure in a fast-paced environment, prioritize multiple competing tasks and demands; seek supervisory assistance as appropriate. 

· Assist museum visitors in the event of a fire or other emergency. 

Qualifications:
· Minimum of one year of experience in working with teens and/or volunteers required; science interest a plus
· Working knowledge of Microsoft Word, Excel, Outlook, Publisher, PowerPoint, Internet navigation and research required

· Basic understanding of human development, learning styles and multi-sensory teaching techniques preferred

· First aid training and CPR certification preferred

· Experience working with live animals and Science laboratory chemicals preferred

Employee Expectations:
· As an AMA employee, the incumbent is expected to model the following traits:

· Foster and maintain open communication and collaboration and actively engage in the exchange of ideas and maintaining constructive relationships. 

· Initiative and creativity in all aspects of the position

· Lead by example by maintaining a high standard of professional ethics and conduct at all times.

· Treat everyone with dignity and respect at all times.

· Support/uphold the policies, procedures of AMA as directed by Museum Director and Board of Directors. 

The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be an exhaustive list of all duties, responsibilities, and skills required. 

Physical Demands:
The physical demands of this position are not typical of a usual office environment.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle or feel; reach with hands and arms; talk or hear.  The employee may occasionally lift and/or move up to 50 pounds, handle and care for live animals, Science laboratory equipment, specimens and chemicals.  Specific vision abilities required by this job include close vision, and ability to adjust focus.

Work Environment:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment can range from moderate to noisy.
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