BUXTON HISTORICAL SOCIETY
JOB DESCRIPTION

Student Coordinator

Job Summary
	The primary function of the Student Coordinator is to assist the Curator, with emphasis on supervising, training, and mentoring summer staff.  

Skills / Knowledge Required
· Extensive knowledge of the history of Elgin Settlement & North Buxton
· Knowledge of museum operations
· Event planning experience
· Directional academic resources and personal academic excellence
· Excellent public relations skills
· Superior communication  and organizational skills
· Proficient computer abilities 
· Creative problem solving abilities
· Ability to take initiative/ self-motivated
· Strong attention to detail

Accountability
· Report progress to the Buxton Historical Society as requested
· Meet daily with the Curator to strategize museum operation and review priorities
· Consult with Curator if disciplinary initiatives are required

Responsibilities
· Represent and promote the Buxton National Historic Site & Museum
· Conduct new staff orientations 
· Train summer staff in museum operations
· Oversee summer staff in development, promotion, and operation of the Heritage Camp
· Direct staff and assist in planning of the 86th Annual Homecoming 4-day event
· Direct staff and assist in educating the public on the heritage of Buxton and Black history 
· Initiate and maintain a mentor program with summer students
· Organize weekly summer staff meetings
· Provide regular Interpersonal/Organizational Employee Evaluations with staff
· Work with volunteers on museum events and programs
· Perform other duties as assigned by the Curator









Heritage Interpreter

Job Summary
	The primary function of the Heritage Interpreter is to educate the public on the history and heritage of the Elgin Settlement.

Skills / Knowledge Required
· Excellent public relations skills
· Superior communication  and organizational skills
· Proficient computer abilities 
· Creative problem solving abilities
· Ability to take initiative/ self-motivated
· Strong attention to detail

Accountability
· Report progress as requested to the Curator
· Meet regularly with the Student Coordinator for direction

Responsibilities
· Stock and operate the gift shop
· Assist visiting researchers with locating museum resources
· Research and create historical displays
· Educate the public on the heritage of Buxton and Black history 
· Promote and represent the Buxton National Historic Site & Museum
· Work with volunteers on museum events and programs
· Assist in the maintenance and upkeep of the site 
· Research and write educational articles for the web site
· Assist with data entry in the accessions records
· Perform other duties as assigned by the Student Coordinator or Curator

















Heritage Camp Director

Job Summary
	The primary function of the Heritage Camp Director is to develop, market, and operate two (2) weeks of structured Heritage Day Camp programs to be delivered to school age children for one week in July and one in August. 

Skills / Knowledge Required
· First Aid certificate preferred
· Knowledge in child care and youth programming 
· Excellent public relations skills
· Superior communication  and organizational skills
· Proficient computer abilities 
· Creative problem solving abilities
· Ability to take initiative/ self-motivated
· Strong attention to detail

Accountability
· Report progress as requested to the Curator
· Meet regularly with the Student Coordinator for direction

Responsibilities
· Create two (2) weekly themes that reflect the history and heritage of Buxton
· Review existing educational programs and develop activities/lesson plans from them 
· Develop and document detailed daily lesson plans utilizing the site facilities, making alternative plans for inclement weather
· Create advertisements promoting camp programs (speak to visiting school groups, mailings, website, etc.)
· Organize registration and encourage pre-enrolment
· Purchase adequate supplies and snacks
· Create end survey for parents and campers to evaluate their camp experience
· Promote and represent the Buxton National Historic Site & Museum
· Perform other duties as assigned by the Student Coordinator or Curator








