
 
Education Programs Manager 

JOB DESCRIPTION 

Definition 

The Education Programs Manager is responsible for coordinating and administering educational programming at the 

Environmental Nature Center in Newport Beach and ENC Tucker Wildlife Sanctuary in Modjeska Canyon. 

Responsibilities include school field trips, Traveling Naturalist programs, enrichment programs, professional 

development, Nature Camps, staff scheduling, and education program administration with the goal of increasing 

awareness of and support for ENC's mission. 

Supervision 

The Education Programs Manager works under the direct supervision of the Vice President. 

Essential Functions/Duties Include But Are Not Limited To: 

1. Coordinate, schedule, supervise, and support Education Staff to ensure educational programs presented on- and off-site 

align with participant needs and the ENC's mission. 

2. Serve as the primary contact for teachers and school partners. Coordinate and schedule on-site school tours, Traveling 

Naturalist programs, Tucker Wildlife Sanctuary education programs, and education staff assignments. Maintain the 

program database and prepare confirmations and invoices. 

3. Oversee and facilitate the ENC's professional development offerings; train staff to facilitate workshops as needed. 

4. Recruit, hire, train, schedule, supervise, and evaluate education staff, including Naturalists, camp teachers, and 

coordinator-level staff as needed. 

5. Assist the Vice President in promoting education programs and oversee registration for school programs, Nature 

Camps, scout programs, and professional development. 

6. In coordination with the Education Coordinator, develop and distribute surveys and evaluations for educational 

programs. 

7. Identify and analyze comparable environmental education programs, pricing, services, and industry trends. 

8. Be able to teach education programs when needed, including school, scout, and Traveling Naturalist programs. 

9. Manage all ENC camps to ensure consistent registration, staffing, planning, hiring, training, and marketing. 

10. Assist in the development of monthly and annual reports and provide program statistics and administrative support. 

11. Provide input on and monitor the education program budget; arrange purchases within budget limitations. 

12. Attend and/or present at relevant community events. 

13. Develop and maintain relationships with schools, community organizations, and in-kind partners that support the 

ENC's educational mission. 



14. Assist in planning and executing important ENC fundraising events as assigned. 

15. Coordinate Education Committee meetings and provide staff support, including scheduling meetings, preparing 

agendas, and reporting program updates. 

16. Additional duties as assigned. 

Qualifications & Requirements 

1. Commitment to the ENC's mission. 

2. Outstanding written and verbal communication skills. 

3. Proficiency with Microsoft Office and database software; ability to learn new software quickly. 

4. Extremely organized, detail-oriented, and able to manage multiple priorities. 

5. Ability to work independently with minimal supervision while remaining flexible. 

6. Knowledge of California plant and animal life highly desirable; knowledge of California Native Americans and local 

Indigenous peoples highly desirable. 

7. Ability to handle a variety of animals including arthropods and snakes. 

8. Ability to move up to fifty pounds and hike on uneven terrain while carrying equipment. 

9. Ability to respond appropriately to student, emergency, and program needs. 

10. Ability to work outdoors in a variety of weather conditions. 

11. Regular, reliable, and punctual attendance is essential. 

12. Ability to interact successfully with supervisors, teachers, parents, students, volunteers, and staff. 

13. Fingerprinting/background check required. 

14. Valid driver's license and personal vehicle required. 

Education, Training, and Experience 

1. Bachelor's degree in Education, Environmental Science, Conservation, Biology, Natural Resources, Recreation, or a 

related field is preferred. Equivalent professional experience may be considered. 

2. Professional experience in environmental education, outdoor education, camps, museums, zoos, aquariums, nature 

centers, or similar settings preferred. 

3. Experience recruiting, supervising, scheduling, and training staff. 

4. Experience working with children in an environmental education setting as an interpreter, Naturalist, or equivalent. 

Strong background in thematic, hands-on programs. 

5. Current CPR and First Aid certification required within two months of employment. 
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