Gold Coast Railroad Museum

12450 SW 152 Street
Miami, Florida 33177-1402
305-253-0063
www.goldcoast-railroad.org

EMPLOYMENT OPPORTUNITY
PROGRAM DIRECTOR

Job Status: Full-time Pay Rate:  Dependent on qualifications.

Closing Date: Open until filled. Benefits: Flexible schedule.

JOB DESCRIPTION

NATURE OF WORK

This is administrative work in the design, administration, and coordination of all activities of
Museum programs and special events of routine to major scope.

Work involves serving as a liaison with Museum patrons as well as county, state, federal, and
community agencies. Work requires familiarity with the subject matter of programs and
special events but full technical knowledge of Museum equipment is not essential as Museum
volunteers and specialists in the various aspects of the operation are utilized for technical
assistance. Employees in this class are expected to coordinate and manage operations with
independence, although all major decisions and budgetary considerations are referred to an
administrative superior for advice and direction. Supervision is received through conferences
with an administrative superior and by adherence to established policies and procedures.
Supervision may be exercised over assigned program aides, Museum volunteers, and other
available labor. Work is reviewed through conferences, reports, and program achievements.

ILLUSTRATIVE TASKS

Coordinates and manages all activities of a program which has operational responsibility of
routine to major scope; supervises, assigns, and reviews the work of specially assigned
program aides or other available labor.

Assumes project responsibility for administering the activities and operations of assigned
programs; devises program procedures and schedules; coordinates program marketing;
prepares program budgets, reports, and related data.

Coordinates grounds use activities such as birthday parties, weddings, still photo and film
shoots, including exchanging relevant information with patrons, booking reservations, and
ensuring staff and facility readiness.

Provides professional level staff assistance during special events.

A non-profit organization dedicated to preserving, exhibiting, and operating historic railroad equipment.
Home of the Presidential Railcar - U.S. Number 1 - “Ferdinand Magellan”




Assists and advises on matters pertaining to programs or projects assigned.

Facilitates the accomplishment of work through providing, obtaining, and coordinating a
variety of services.

Conducts special studies in conjunction with programs; analyzes data and makes
recommendations based upon studies.

Performs related work as required.

REQUIRED KNOWLEDGE

Knowledge of the principles of management, organization, and administration.

Knowledge of the standard practices in the fields of personnel management, budgeting, and
accounting.

Knowledge of modern office practices, systems, and equipment.

Ability to plan, direct, and coordinate the work of subordinates as required by work
assignments.

Ability to communicate effectively, both orally and in writing.
Some knowledge of basic safety and first aid procedures.

Ability to organize and actively participate in various indoor and outdoor special events and
activities.

Ability to make standard decisions in accordance with procedures and regulations and to
apply these to work problems.

Ability to serve the public, fellow employees, and Museum members with honesty and
integrity.

Ability to establish and maintain effective working relationships with the general public, co-
workers, elected and appointed officials and members of diverse cultural and linguistic
backgrounds regardless of race, religion, age, sex, disability or political affiliation.

DESIRABLE EXPERIENCE AND TRAINING

Graduation from an accredited two-year college or university with major course work in public
or business administration or field related to program administration; two (2) years experience
in a staff or administrative capacity appropriate to program administration; or any equivalent
combination of relevant training and experience.

HOW TO APPLY

Applicants may respond directly via phone to Connie Greer at 305-252-1838 or via e-mail to
employment@goldcoast-railroad.org. Any supporting documentation may be faxed to Connie
Greer at 305-252-2461.




