
HUMAN RESOURCES DEPARTMENT

POSITION DESCRIPTION

TITLE: Heritage Park Coordinator LAST UPDATED: July 1.2016
DEPARTMENT: Parks and Recreation JOB CLASS:
REPORTS TO: Leisure Services Manager FLSA DESIGNATION: Exempt

Summary: Under general supervision of the Leisure Services Manager, the Heritage Park
Coordinator is responsible for long term and day to day operations of the Heritage Park Museum and
Village including but not limited to museum administration, collection development and maintenance,
exhibits, fundraislng, programming, customer experience. Coordinates with the Heritage Association,
volunteers and other stakeholders as needed.

The intent of this position description is to provide a representative summary of the major duties and
responsibilities performed by incumbent(s) in this position. Incumbent(s) may not be required to
perform all duties in this description and incumbent(s) may be required to perform position-related
tasks other than those specifically listed in this description.

Essential Job Functions:

Manages operations of the Heritage Park Museum and Village.
Plans, develops, administers, evaluates and coordinates the museum's existing services.
Develops and implements museum mission, objectives, and policies in accordance with the
American Association of Accredited Museums program.
Coordinates object acceptance, management, and maintenance and care and use of
collections.

Develops and delivers new educational and exhibit programs for a variety of client groups in
response to changing environmental and demographic factors
Identifies, nurtures and administers community partnerships to ensure that the cultural diversity
of the City is reflected in the programs
Coordinates tours with area schools, day cares and community groups.
Ensures educational content meets the standards for the Texas Essential Knowledge and Skills
(TEKS).
Coordinates rental events on weekends, days and evenings.
Assists the division in the planning and completion of grant applications and budget reports.
Interacts with public and staff on a daily basis; answers inquires, addresses complaints,
grievances, emergencies, issues, and assists patrons as needed.
Manages cash functions and implements cash management policies and procedures.
Monitors and schedules activities at the museum and enforces use and safety policies.
Opens facility and/or secures facility at closing.
Responsible for management and implementation of museum budget.
Prepares and maintains purchase orders for Inventory and supplies.
Researches alternative funding and sponsorship opportunities.
Identifies and implements programs and special events.
Works closely with the City staff to recruit, train, coordinate, and discipline volunteers.
Schedules, trains and supervises assigned volunteers and staff.
Coordinates building maintenance and supplies in the museum and the historic buildings in the
Heritage Village.
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