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POSITION TITLE: Education Program Coordinator 
STATUS: Full-time, Non-Exempt 
REPORTS TO: Curator of Education 
 
ABOUT THE MUSEUM OF LATIN AMERICAN ART 
The Museum of Latin American Art (MOLAA) in Long Beach, California is the only museum in 
the western United States that exclusively features contemporary Latin American and Latino art.  
 
MISSION 
The Museum of Latin American Art expands knowledge and appreciation of modern and 
contemporary Latin American art through its collection, ground-breaking exhibitions, stimulating 
educational programs and engaging cultural events. 
 
POSITION DESCRIPTION 
MOLAA seeks an Education Program Coordinator for its Education Department.  The Education 
Department is a deadline-driven, fast-paced department which provides educational and cultural 
resources to local educators and the community. The Education Program Coordinator is 
responsible for assisting with the promotion, organization and execution of a variety of school, 
family and adult education programs, drafting artist contracts, maintaining and managing the 
department’s artist roster and general support.  This is a full-time, non-exempt position with full 
benefits.   
 
ESSENTIAL FUNCTIONS: 
x Design, prepare, organize curricula and materials for education activities for museum 

visitors and facilitate workshops and tours as needed. 
x Provide support in the research of MOLAA’s Permanent Collection, special exhibitions and 

Latin American and Latino art and culture.  
 
PUBLIC PROGRAMS & EVENTS: 
x Assist in designing and managing monthly public programs, family festivals, annual Day of 

the Dead programming and an annual summer art camp. 
x Assist with exhibition curation, design, research, project management, art handling and 

gallery installation. 
x Develop interactive content for exhibitions. 
x Identify and collaborate with artists, speakers, scholars, performers, vendors, community 

members, organizations and partners. 
x Develop education content for social media and online promotion of education initiatives. 

 
ADMINISTRATION & COLLABORATION: 
x Assist with planning and executing interpretive program goals and outcomes as stated in 

strategic plan and grants; assist in tracking progress of programs and goals. 
x Process expenditure requests, draft contracts, maintain calendars, file confidential 

documents and sensitive information, track expenses to budget and maintain supply 
inventory for programs, events, art studio and office.  
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x Work collaboratively with other departments in developing activities and executing 
interdepartmental projects. 

x Supervise volunteers and high school and university interns, and participate in off-site 
outreach to local schools and organizations in promoting programs and exhibitions, as 
needed. 

x Other duties as assigned. 
 

MINIMUM QUALIFICATIONS:  
x Bachelor degree in relevant field (fine art, education, art history, etc.). 
x Experienced in working with school-aged youth as well as with community partners 

(educators, administrators, parents, artists, etc.). 
x Experience in planning and executing educational and cultural programs. 
x Knowledge of and experience designing lesson plans. 
x Familiarity with art making processes and materials, knowledge of contemporary art 

practice, and familiarity with Latin American culture is preferred. 
x Computer literacy required  
x Excellent interpersonal and customer service skills required; ideal candidate will have a 

collaborative spirit and initiative to achieve goals. 
x Outstanding follow-up and communication skills are a must. 
x Must be deadline-driven and goal-oriented. 
x Experience in a museum or gallery setting highly desirable 
x Enthusiastic, flexible, creative and organized  
x Bilingual Spanish required. 
x Some evening and weekend work is required. 
 
ADDITIONAL REQUIREMENTS AND PHYSICAL DEMANDS: 
x Stand and walk around for extended periods of time, especially during events 
x Ability to sit in front of computer monitor for extended periods as necessary 
x Ability to lift up to 25 lbs. 
x Must have a valid California Driver’s License, automobile insurance and access to a vehicle. 
x MOLAA is an equal opportunity employer. 
 
HOW TO APPLY: 
If you are interested in this position please send your resume and cover letter to 
jobs@molaa.org. No phone calls please.  
 


