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 Position Title:  E. Claiborne Robins, Jr. Director of Public Programming 
 
 FLSA Status:    Exempt1 
 

General Responsibilities: 
The E. Claiborne Robins, Jr. Director of Public Programming manages the Public 
Programs Department which includes student and adult education programs 
and tours and community outreach programs specific to the Valentine and 
Valentine First Freedom Center mission. Major responsibilities include: 
cultivation of relationships with area public, charter and private schools, youth 
organizations and adult groups; promotion of school programs and tours, adult 
programs and Richmond History Tours; supervision and leadership for the 
department’s services; development, implementation and evaluation of 
programming and tours, public programs and special events; and active support 
of the Valentine’s marketing plan. 

 
Reporting Supervisor: 

Director 
 

Positions Supervised: 
Student Programs and Tours Manager 
Adult Programs and Tours Manager  

 
 

Core Job Responsibilities and Duties: 
1. Implement and coordinate the Valentine public programming strategic plan and 

long-term goals.  
2. Develop programming and events that align with the comprehensive exhibition 

schedule. 
3. Maximize partnerships with area public, charter and private schools, 

administrators, adult facilities, tourism bureaus, and community organizations, 
museums and institutions and seek opportunities to engage with educators.  

4. Create new and refine existing programming for adult, student, homeschool 
and scout programs and tours, including collaborative opportunities, ensuring 
that mission-based with community focused programming and tours are 
offered. 

5. Ensure that student programming is SOL aligned. 
6. Hire, train, and conduct regular meetings with Valentine Educators and Tour 

Guides to ensure quality content and presentation of programs and tours.  

                                                 
1 FLSA stands for the Fair Labor Standards Act, which was enacted by Congress in 1938 and is under Federal Wage and Hour 
statutes. An exempt employee is not paid for overtime hours worked.  There are three categories under which an employee may be 
considered exempt.  They are administrative, executive, and professional.  These categories generally define an exempt employee as 
one who customarily and regularly exercises discretion and independent judgment in the performance of his/her duties.  
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7. Annually evaluate Departmental Managers, Valentine Educators, Latino 
Program Coordinator and Tour Guides. 

8. Collaborate with area institutions and school districts to offer professional 
development opportunities for area teachers and generate collaborative 
programs and presentations with area colleges and universities. 

9.  Coordinate the First Freedom Center student programing development and 
build awareness for Richmond’s role in the creation and signing of the Statute 
of Religious Freedom.  

10. Coordinate the Tours and Visitors brochure, School programs and Tours 
brochure, Adult Programs brochure, and Summer Programs brochure, its 
content, and its distribution in partnership with the Public Relations, 
Development and Visitor Services Departments. Create additional promotional 
materials as needed.     

11. Identify and implement schedule of programs for adults, students and special 
audiences at the Valentine and First Freedom Center related to the museum 
mission. This includes the Controversy/History series and other special events 
and programs related to community outreach, exhibitions and mission with 
topics that are most important to Richmond residents. 

12. Aid and assist in the promotion of programs and tours, based on the Valentine’s 
marketing plan. 

13. Work with Development to monitor and solicit funding for Education programs 
and Tours. 

14. Serve as consultant and/or collaborator to other departments regarding public 
programming components (i.e. for exhibitions, special events, and grant 
writing).  

15. Manage budgets and funding for Education and Tour departments. 
16. Develop corporate tour strategy that provides significant earned income 

opportunities.  Oversee sales and enrollment in  programs and tours to meet 
department earned income and attendance goals. 

17. Serves as a member on Planning Team.  
 

 
Other: 
1. Ensure the quality of customer service provided throughout department. 
2. Ensure the quality of the intern program. 
3. Attend Board of Trustees meetings as needed and provide reports and 

information as requested. 
4. Other duties as assigned. 

 
 

Requirements:  
1. Master’s degree in education, history or art history preferred. 
2. Five or more years of experience in education, education program management 

and promotion, and community outreach programs. 
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3. Self-starter with ability to work independently, be a team member, and lead a 
team.  

4. Ability to sell and promote programs and tours to various customers and 
excellent customer service attitude.  

5. Ability to manage multiple projects and tasks and meet deadlines. 
6. Attention to detail and strong organizational skills required. 
7. Program and/or project management experience with ability to manage 

multiple tasks. 
8. Experience recruiting and supervising staff.  
9. Excellent written and oral communication skills. 
10. Computer competency, particularly with MSOffice Suite (Word, Excel, 

PowerPoint and Outlook) and other database and scheduling software.  
11. Available to work nights and weekends as needed. 

 
Physical Demands:  
The Director of Public Programming must be able to use a telephone, computer keyboard 
and mouse; reach with hands and arms, speak for extended periods of time and listen.  The 
employee is frequently required to walk and sit, as well as to lift and carry objects such as 
boxes, books and files weighing up to 40 pounds.  The Director of Public Programming is 
occasionally required to stand, stoop or kneel.  Specific vision abilities required by this 
position include close vision and the ability to focus.  The physical demands described here 
are representative of the requirements that must be met by an employee to successfully 
perform the essential functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions 


