Everett Public Schools
JOB TITLE:  Art Docent Coordinator
REPORTING TO:  Art Docent Program Coordinator

ORGANIZATION:  School Site
HOURS OF WORK:  Flexible, as determined by supervisor
CONTACT:  Allison Larsen, Humanities Curriculum Specialist (425) 385-4063
JOB PURPOSE:  
The Art Docent Coordinator (ADC) plays a critical role in a school’s volunteer program. The ADC acts as the liaison between the art docents and Everett School District. Demonstrating administration and communication skills, the ADC ensures that suitable volunteer docents are recruited, trained and placed within the school, to give students exposure to great artists and art masterpieces and find success in school.
MAIN RESPONSIBILITIES:  
· Work together with school principal to establish the need for volunteer docents within the school.
· Assist in the recruitment and placement of suitable volunteers utilizing PTAs, teachers, parents, etc.
· Help provide orientation and training opportunities to new and established art docents in liaison with the school district.
· Oversee the art materials for the docent program and ensure that suitable resources are available when needed.
· Provide regular feedback to the curriculum specialist on the art docent program within the school.
· Share information and knowledge relating to the art program/materials/lessons with all docents
· Maintain an accurate database on all art docent activity.
· Actively promote the school’s docent program via newsletters, parent events etc.
· Work with district to provide regular communication, recognition and appreciation to docents.
KEY SKILLS:

E (essential) I (important) U (useful)

	Teamwork
	E
	Ability to work cooperatively with all colleagues

	Time Management
	E
	Demonstrates commitment to agreed schedules, yet can be flexible as the need requires

	Planning & organizing
	E
	Accurate administration records used to ensure all activities run with minimum error or disruption

	Job knowledge
	U
	Demonstrates an understanding of art history and has some experience talking to groups

	Communication
	I 
	Demonstrates clear and concise verbal/written skills. Utilizes all methods of communicating i.e. telephone, e-mail, web, etc.


TRAINING:

· On-the-job training on the role of an Art Docent Coordinator.
· Off-the-job training in liaison with the school district to increase art history knowledge.
BENEFITS:

· A greater appreciation and understanding of art, and how it can contribute to the success of a student’s academic career.
· Increased confidence, communication skills and knowledge of art as well as a chance to work with children and develop networking opportunities.

