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Position:

Programming and Tour Manager
FLSA Status:

Exempt
Reports To:
 
General Manager of Experiences 
Location:


  
Reporting to 

this Position:
Assistant Manager of Tours (1), Assistant Manager of Programming (1), Assistant Manager of Specialty Tours (1), Brand Ambassadors – Tours (25-35), Brand Ambassadors – Programming (2-4) 
Position Summary: 
Responsible for all aspects of tours and programming, including factory tours, All-Star Tours, interpretive and public programs, educational services and materials to help drive attendance. Strong emphasis on tour and programming training and ongoing feedback for staff. Manages staff ranging from 30-40, depending on season. Develops strategies and plans to promote programming, including brochures, maps, signs, presentations, and website content. Prepare and maintain calendar with a 1-2 year lead for programming.

Essential Functions: 
1. Hire, train, and supervise tour and programming staff.   
2. Enforce performance expectations for all direct reports. 
3. Work closely with Assistant Managers on the creation and execution of new ideas as they relate to museum experiences. 
4. Develop and implement daily, event, and exhibit specific programming on an ongoing basis utilizing a comprehensive, detailed, programming calendar.   

5. Oversee ongoing evaluation and analysis of factory tours, specialty tours, special programming, and educational offerings to help drive attendance and revenue.  Will conduct tours and interpretive programs as needed.  

6. Plans weekly and daily work schedules for direct reports that ensure proper coverage to carry out museum’s mission, provide top quality service and experience, while also adhering to budget. 

7. Create daily line-up of factory tours and special programming, including handouts, and oversee communications about programming with appropriate departments. 

8. Oversee onsite educational offerings and long-distance learning program.
9. Oversee Bat Vault as both a vital collection piece and important guest experience. 
10. Writes engaging articles for museum blog.  Assists in providing resources for others writing entries. 
11. Prepare budgets for labor, factory tours, special programming and educational offerings.

12. Make presentations and represent LSMF as needed to promote facility and programming.
13. Works nights and weekends as needed.
14. Can travel with mobile museum team.  
Other Duties: 

· Performs other job-related duties and responsibilities as may be assigned.
Requirements: 

1. Bachelor’s Degree required.

2. Minimum 3 years leadership experience in museum-related and/ or factory tour programming, plus supervisory management experience required, including staff training and coaching.

3. Creativity in program offerings and exhibits to educate and ignite public interest in the museum and factory tour programming.
4. Desktop publishing skills. Publisher and/or Photoshop.
5. Knowledge of and passion for baseball.

