ISLAND COUNTY

SUMMARY JOB DESCRIPTION

POSITION:


LIGHTHOUSE PROGRAM COORD.
WSU COOPERATIVE EXTENSION

POSITION NUMBER:        1211.00

CURRENT EMPLOYEE:          

ANNUAL HOURS WORKED:   1456

1.0   
MAJOR FUNCTION AND PURPOSE

1.1
Employee in this position is responsible for providing leadership, program coordination and supervision in all aspects of the Admiralty Head Lighthouse educational program.  Employee will design, organize and conduct activities throughout the year in conjunction with WSU Island County Extension and Washington State Parks . Provide support to the WSU Beach Watchers and Waste Wise programs throughout the year.  Oversight of the Lighthouse Gift shop operation.  

2.0   
SUPERVISION RECEIVED

2.1
Employee in this position is given significant discretion, within the scope of policy and regulations, in the routine performance of his/her duties; little supervision and guidance is received from the Department Head or deputy Department Head
3.0       SUPERVISION EXERCISED

3.1
Employee in this position normally supervises the members of the Admiralty Head Lighthouse volunteers.   

4.0  
SPECIFIC DUTIES AND  RESPONSIBILITIES

4.1
Insure that volunteer training programs are plannned, implemented and evaluated, with benefit of regular and consistent communication with WSU Island County Extension and Washington State Parks .

4.2
Insure that a variety of program maintenance functions in support, such as newsletters, developing programs and responding to request for information, assistance with fund raising.

4.3
Coordinate activities involving fairs, workshops, seminars and volunteer outreach efforts.

4.4
Perform a variety of clerical tasks, such as maintaining and updating program files and records, coordinating reception services at the lighthouse.

4.5
Perform program recruitment and promotion, conduct media briefings, speak at a variety of events, enroll people into the programs.

4.6
Plan, develop and market Washington State Lighthouse License plates and report expenditures annually to the state.

4.7
Oversee the Washington Lighthouse License plate grant committee and grant awards to other lighthouses.

4.8
Give direction and provide oversight to the marketing program coordinator on License plate marketing ideas and implementation

4.9
Oversee grants awarded to the LEP on behalf of lighthouse related activities.

4.10
Partner with Washington State Parks on designing and implementing projects to enhance the visitor’s park and lighthouse experience. 

4.11
Schedule tours of the lighthouse and fort and oversee volunteers doing tours. Give tours as needed.

4.12
Maintain the Lighthouse website, which is located at www.admiraltyhead.wsu.edu
4.13
Oversee lighthouse committees which include Weddings, Historic Research and Collection, Interpretive Design, Education, Docent Training, Docent Council, Lighthouse Restoration and Maintenance.

4.14
Provide support as needed for WSU Island County Extension Waste Wise and Beach Watcher programs conducted at the lighthouse.

4.15
Responsible for research and preparation of reports, general correspondence, newsletters, forms, address lists, news releases, brochures and state part required forms and reports using desk top publishing, word processing and database programs.

4.16
Work evenings and weekends as needed.

4.17
Perform other task as directed.

5.0   
DESIRABLE QUALIFICATIONS, KNOWLEDGE, SKILLS AND ABILITIES                   

5.1
Familiarity with tools, instruments, equipment and techniques commonly used in the performance of related tasks.  Must be familiar with computers and computer software.


Experience with Microsoft Office, Excel, Publisher, and web communication software is desired.

5.2
Maintains a high standard for accuracy, completeness and efficiency in the preparation of reports.  Experience handling cash, working with cash registers, and processing credit cards is desired.

5.3
Ability to quickly grasp new techniques, deal with rapid changes in events, remain calm in stressful situations, relate to various personality styles in a calm, professional manner.

5.4
Effectively communicates with others for purposes of gathering and relating information.

5.5
Understands the need for maintaining confidentiality of sensitive information.

5.6
Independent and self motivated to complete required deadlines while simultaneously completing other tasks.

5.7
Familiarity with current trends and programs involved with historical/environmental education and interpretation.

5.8
Ability to successfully complete various required training classes and obtain certificates necessary for functional skills performance, maintenance and improvement.

5.9
Ability to maintain a professional relationship with multiple volunteer boards, WSU Island County Extension programs, and Washington State Parks.

5.9
Operates in a professional manner and dresses appropriately for and employee representing Island County and Washington State University.

6.0   
EDUCATION, EXPERIENCE AND CERTIFICATES

6.1
Bachelor’s degree or equivalent, and as otherwise indicated.

6.2
Prior experience in a similar program required or demonstrated experience organizing a multi-functional service program.

6.3
Valid Washington State Drivers License and own vehicle required.

THIS JOB DESCRIPTION DOES NOT CONSTITUTE AN EMPLOYMENT AGREEMENT BETWEEN THE EMPLOYER AND EMPLOYEE, AND IS SUBJECT TO CHANGE AS THE NEEDS OF THE EMPLOYER AND REQUIREMENTS OF THE JOB CHANGE.
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