
January 2021

Position Title: Museum Coordinator
Reports to Director of Visitor Experience
POSITION SUMMARY
The coordinator acts as the Museum CEO and Director’s ‘right hand’ and is aware of all 
activities relating to the Museum. They will act as a liaison between the Museum Senior 
Leadership office, board members, patrons, public, administration, and staff while being mindful 
that they are dealing with confidential information. A critical part of this position involves the 
planning and correspondence. Explore & More-The Ralph C. Wilson, Jr. Children’s Museum has 
as its mission to provide best-in-class play experiences where all children, families and the 
community can explore, learn, and develop together. Explore & More fosters and supports its 
commitment to equity, diversity, and inclusion.
DUTIES AND RESPONSIBILITIES

• Acts as the central contact for special museum projects
• Carry out research as needed for the Museum Director’s office. Help support and 

coordinate the applications of grants and funding programs with the curatorial 
department and development department

• Assist Visitor Experience Manager in duties related to ensuring a positive guest 
experience-Volunteers, exhibits, events, rentals, and museum environment

• Draft and coordinate materials for the Museum Committees, and other important 
meetings as they arise. Draft and distribute concise minutes of all Committee meetings 
by applicable deadlines. Follow-up with board, advisors, and staff on action steps and 
agreed-upon deadlines. Maintain an updated contacts list and be familiar with the parties 
involved

• Work on creating the policy handbooks, including the board and team orientation 
handbook

• Learn TAM Ticketing and data system to assist in creation and tracking of all 
correspondence

• Prepare and coordinate materials for the Board of Trustees meetings including 
PowerPoint presentations and status reports by deadlines from the CEO’s office and 
Senior Staff for distribution to the Board of Trustees and Committees 

• Act as the contact person for operations related issues such as stationary, building 
maintenance and office equipment needs for the Museum Directors

• Ensure a smooth and regular distribution of mail and other information
• Monitor scheduling and timesheets for Museum/CEO
• Assist with weekly bank deposits, which may include travel to the bank
• Collect and file staff and visitor health screening logs



• Update and maintain a staff phone directory (including emergency contacts)
• Organize the ordering of staff uniforms
• Other duties as assigned

QUALIFICATIONS
• High School Diploma or Equivalent, Associate Degree preferred.
• Knowledge of the Microsoft Office software including Word, Access, Excel, and 

PowerPoint, as well as a working knowledge of Outlook is essential.
• Excellent writing skills, focusing on business-type correspondence, recording meeting 

minutes and drafting concise reports are important.
• Highly organized, detail oriented
• 2 years-experience preferred
• Ability to communicate effectively both to other members of staff, outside colleagues and 

members of the public.
• Ability to solve problems, anticipate future needs and be self-motivated.
Candidates must send the following to be considered: resume, cover letter, resume and 
salary range requirements to: Michelle Urbanczyk, CEO @careers@exploreandmore.org

mailto:careers@exploreandmore.org

