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POSITION DESCRIPTION 

POSITION TITLE: Family Programs Coordinator CREATED: August 2015 

SUPERVISOR'S TITLE:  Education Manager  

POSITION PURPOSE 

The Education Department seeks a Family Programs Coordinator to manage programs for families 
and groups, including snoozes, birthday parties, scout programs, early childhood programs and other 
on-site (non-school) education programs.  Additionally, this position coordinates animal immersion 
yards and on-grounds animal encounters. This individual will oversee and provide support to staff and 
volunteers who conduct these programs.   

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES 

To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  

 Develop and implement on-site education programs including snoozes, birthday parties, scout 
programs, Zoo Tales, and similar family or group on-site programs 

 Promote family and group programs to meet education and budgetary needs 
 Collaborate with School Programs Coordinator and Education Manager to develop and staff 

camp programs 
 Facilitate any and all Education programs (including school, organizational, and public or family 

programs) as needed  
 Frequently and effectively communicate with staff and volunteers who conduct family or group 

programs  
 Schedule Education Instructors and Hosts based on programming needs 
 Schedule and/or facilitate animal immersion yards and on-grounds animal encounters 
 Conduct ongoing evaluation of all on-site family and group programs, and staff conducting these 

programs, which includes regular observation of programs and instructors 
 Develop and update initial and continuing instructor trainings with collaboration from the 

Education Manager 
 With other education staff, review and hire new Education Instructors, Lead Instructors, 

Education Hosts and other part-time education positions 
 Ensure that the location of programs including cleanliness, setup, and prior staging of any 

materials is properly prepared 
 maintain organization of program materials and supplies 
 Become up to Level 5 Animal Handling Certified and feel comfortable handling all 1-5 level 

programs animals. 
 Assist the Program Animal Coordinator in lower level animal handling certifications as needed 
 Assist in the prompt handling of inquiries regarding all Zoo programs and events 
 Follow all program animal handling policies and procedures  
 Other duties as assigned 
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EDUCATION REQUIREMENTS 

Qualified applicants should hold a Bachelor’s degree in Education, Environmental Science, or another 
associated field and two years of progressive experience in a related field. 
 
PREFERED SKILLS 
 This full-time regular position works a Wednesday to Sunday weekend schedule with some 

evenings required. 
 Demonstrated knowledge of informal education and current trends 
 Knowledge of zoology and ecology preferred 
 Professional experience with training and/or organizing staff and volunteers 
 Professional experience in Interpretation skills; experience training interpretive skills preferred 
 Previous experience in handling animals very desirable 
 Strong organizational and time management skills 
 Excellent communication skills, both verbal and written, to establish and maintain effective 

working relationships with staff, volunteers, and the public. 
 Friendly, outgoing personality -- able to communicate enthusiasm for Virginia Zoo and its 

programs to volunteers and visitors 
 Proficient with Microsoft Office Suite   
 Visibility requires maintaining a professional appearance and providing a positive company 

image to the staff, volunteers, and public. 
 Ability to serve in every respect and at all times as a goodwill ambassador for the Virginia 

Zoological Society and the Virginia Zoo in contacts with Zoo visitors and the general public.  
 Excellent ability to think logically in order to troubleshoot, analyze situations, and make sound 

business decisions. 
 Ability to establish and maintain effective working relationships with staff and volunteers. 
 Ability to arrive to work on time and maintain a positive attendance record. 
 Ability to work a flexible schedule, including weekends, holidays and some evenings 
 Ability to handle multiple tasks simultaneously. 

 
TIME REQUIREMENT 
This full-time regular position works a Wednesday to Sunday weekend schedule with some evenings 
required. 
 
SALARY RANGE 
The starting salary range for this position is: $25,500-$28,500 and is commensurate with experience. 
 
ADDITIONAL REQUIREMENT 
 All candidates must be able to provide a negative TB test upon hire.  
 All candidates must be able to pass a background check prior to hire.   

 
TO APPLY  
All interested applicants should send a cover letter, resume, and three references to: 
Sandra Simmons, HR Generalist  
Subject line: Family Programs Coordinator Application 
Email: sandra.simmons@norfolk.gov 
Fax: (757) 441-5408 
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