
SAUDER VILLAGE 

JOB DESCRIPTION 

Job Position: Assistant Education Coordinator 

Reports to: Education Coordinator 

Hours: Hourly/Full Time 

Primary Function: 

The Assistant Education Coordinator will assume responsibility for educational programs; by enhancing 

our current programs and creating new programs. Position will oversee field trip reservations and 

subsequent communication with teachers. The Assistant Education Coordinator will work with the 

Education Coordinator throughout the year to continue building on our Junior Historian volunteer 

program. This position will also provide oversight and management of special events, communicating 

effectively with organizers and other departments throughout Sauder Village.  

Educational Programs 

1. Establish and coordinate seasonal day camp programs.  

2. Establish and coordinate pre-school programs 

3. Pursue & schedule special student programs 

4. Creatively consider new programming in fulfillment of the Sauder Village educational mission.  

Field Trip Reservations 

1. Manage field trip reservations from teachers, camp counselors, scout leaders, and other 

regional educators. 

2. Communicate and update field trip details with Education Coordinator, Daily Manager & 

admissions staff, as well as accounting department. 

3. Create and distribute attendance reports to directors and front line managers of the Historic 

Village. 

4. Coordinate staff resources for school group arrivals & departures.  

Junior Historian Program  

1. Work with the Education Coordinator to create and send pre-season letters to new and 

returning Junior Historians.  

2. Create daily sign-in sheets for tracking Jr Historian volunteer hours and activities. 

3. Handle all email, phone and text communications with Jr Historian families. 

4. Greet Jr Historians and families at each shift and escort them to their assigned location/activity 

for that day. 

5. Coordinate with accounting office for treat and lunch tickets for Jr Historians.  

6. Collaborate with the Education Coordinator to plan and organize Jr Historian Family Night, as 

well as work the event.  

7. Create monthly calendars to send to the Jr Historian families and work with Education 

Coordinator to schedule work shifts and activities.  



8. Send the full season schedule to all families; send weekly schedule to Jr Historians assigned to 

work that week.   

 

Special Events 

1. Coordinate all details for Historic Village special events. 

2. Participate in event planning team discussions for special events in Historic Village.  

3. Oversee and confirm details of each special event during the planning process with lead event 

coordinator and other participants in the event.  

4. Serve as the contact person for event participants prior to and the day of the event 

5. Develop written plan in template form for each event to be shared with all persons involved in 

the event, or in promoting the event. 

6. Serve as registrar for evening events, and communicate with marketing staff to update online 

registrations. 

7. Handle all post-event follow-ups, including gathering comments from staff evaluations and 

compiling these for future planning as needed. 

8. Provide personal oversight and management during each event including weekends and some 

evenings.  

9. Monitor trends and opportunities for continuous improvement of events. 

10. Communicate effectively with departments throughout Sauder Village to ensure all details are 

covered for successful events. 

Skills, Requirements, and Conditions: reasonable accommodations may be made in the following 

requirements for individuals with disabilities to perform the essential functions. 

1. Excellent communication and interpersonal skills. 

2. Able to handle problem situations as they arise. 

3. Computer skills such as: Word, Access, Excel, Outlook, Power Point. 

4. Self-motivated, ability to stay organized and meet deadlines. 

5. Willing to work weekends and evenings as needed. 

6. Detail oriented.  
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