PORT TOWNSEND MARINE SCIENCE CENTER

Position Description

Position Title:


Program Director
Announcement date: 

September 3, 2010

Closing date: 


September 27, 2010

Classification:


Exempt

Supervised by:


Executive Director

Functions Supervised:

Education programs and projects, Exhibits, Citizen Science programs, 




Volunteer services 

Organizational Summary:  The Port Townsend Marine Science Center (PTMSC) is an educational organization devoted to conserving our marine and coastal environment.  PTMSC accomplishes its mission by providing an extensive menu of educational opportunities including professional development for teachers, on and off-site educational programs for school groups, residential programs for youth, citizen science programs, exhibits, and topical projects and lectures aimed at educating and engaging the general public in heightened understanding of science and major issues related to marine and coastal stewardship. PTMSC is located in Fort Worden State Park in Port Townsend, Washington.

Position Purpose:  The Program Director ensures that the vision, mission, and strategy of PTMSC is effectively and efficiently implemented across all programs, exhibits, and projects.  

The Program Director actively participates in defining the future direction of the organization and, as the manager of the staff who deliver PTMSC programming, the Program Director provides the leadership and direction to ensure that current mission and goals are realized, and that future organizational direction is implemented.

The position includes a wide range of leadership, program, administrative, and outreach responsibilities as outlined below.

Essential Functions of the Position
Organizational Development

· Collaborate with the Executive Director and members of the staff to develop strategies to fulfill PTMSC's mission, vision and goals.

· With the Executive Director, provide opportunities and processes for the education and program staff to fully understand and engage in PTMSC's mission, vision, and strategic direction

Program Management and Development

· Provide oversight for programs and projects ensuring that each meets PTMSC's defined quality standards as well the needs and expectations of the various constituencies served

· Develop and maintain a system of qualitative and quantitative evaluation of current and potential PTMSC programs in concert with mission and business goals.  Recommend and implement changes or improvements

· Maintain a smooth running operation in all service areas--meeting all daily operational expectations

· Establish annual and long-range planning processes to ensure that programs evolve to support PTMSC's mission and goals as well as emerging needs of program participants

· Develop and maintain processes to ensure procurement and access to equipment, materials, and supplies required for educational programs and projects

· Develop and implement appropriate integrating mechanisms across all program areas to support resource sharing, prudent use of financial resources, and staff collaboration

· With PTMSC colleagues in Marketing, Development and Administration, establish methods to communicate opportunities and accomplishments of PTMSC programs.  Oversee outgoing communications to ensure consistency and adherence to standards

· Support (directly and through staff) development of grant and education proposals as well as the grant reporting requirements 

· Consult, develop projects in area of expertise; provide back up for staff as needed

Staff Leadership and Management

· Support a culture of collaboration by providing opportunities for staff to fully engage with PTMSC's mission, direction, and challenges, and to actively contribute ideas for organizational success

· Support a culture of accountability by establishing and maintaining clear and consistent methods for setting expectations, developing plans, and evaluating performance based on  agreed upon plans

· Maintain a qualified staff through implementing a system of recruitment, selection, professional development, performance planning and review, incentives, and corrective action and employment termination

· Ensure that direct reports have opportunities to develop professionally, to have authority commensurate with their responsibilities 

· Demonstrate behaviors that promote individual responsibility, program and professional excellence and creative initiative.  Champion change management and support the team's achievement of goals

Administrative and Financial Responsibilities

· Develop and support development of annual program budgets and special project budgets. Manage to approved budgets

· Make improvements to business processes as needed

· Project resource needs and revenue expectations for future plans and programs

· Collaborate with Executive Director and Development staff to increase revenue from diverse funding sources

· Ensure that program evaluation processes include quantitative analyses of program effectiveness and efficiency 

· Oversee records management and development of systematic business process that will free staff to focus on program quality including inventory controls, evaluation records, curriculum access, scheduling systems, etc

· Personally demonstrate prudent stewardship of resources

External Partnerships and Relationships

· Represent PTMSC's needs to relevant/select funding groups and/or potential scientific or education partners at the local, state, regional, and/or national level

· Maintain contact with major constituent groups that use PTMSC programs and services to enable tracking of their needs and desires for program improvement and development

· Maintain a positive profile of PTMSC through all public, professional, and personal contacts.

· Establish and maintain relationships with relevant partners and affiliates

· Maintain affiliation with professional organizations that have potential benefit to PTMSC

· Ensure that staff delivering programs at PTMSC have opportunity to maintain professional affiliations with groups and organizations that relate to their respective areas of expertise and accountability

Education and Experience
· Masters in a related field such as non-profit management, environmental science, education/education administration, or museum management. Bachelors plus equivalent experience in a related field will be considered.
· At least 3 years demonstrated accomplishment as a program manager and staff leader 

· Proven track record as a facilitator or manager of organizational change 

· Experience with project/program development and business process improvement
Required Knowledge, Skills and Abilities
· Proficient in Microsoft Office and PC technology

· Excellent communication skills

· Highly organized

· Self starter

· Ability to maintain positive working relationship with PTMSC staff, members of the Board of Directors, volunteers, State Park personnel and visitors/guests

· Valid driver’s license and clear driving record required

Compensation

$36,000-$38,000, pending qualifications and experience

Medical and dental benefits provided after a three-month trial period

HOW TO APPLY
Submit a letter of intent, resume, contact information for 3 current references and PTMSC application form. Application packets should be received by no later than Sept. 27, 2010.

The Port Townsend Marine Science Center is an Equal Opportunity Employer

Mail or email to: 

Port Townsend Marine Science Center

532 Battery Way

Port Townsend, WA 98325

Attn: Program Position

info@ptmsc.org
subject: Program Position

