yellowstoneartmuseum

Adult Program Coordinator
Yellowstone Art Museum, 2026

Reports to: Education Director

Supervisory responsibilities: None

Status: Part-time, non-exempt (20 hours per week)
Salary/Rate: $21-23 per hour

Position summary

The Adult Program Coordinator assists the Education Director and other education department
staff by acting as the liaison with teaching artists for adult art classes, cooking classes, the
Montana Women’s Prison partnership and related projects.

Primary responsibilities:

e Work with Education Director and other staff as needed to develop an integrated
calendar of adult programming, both adjunct to and independent of exhibitions.

e Act as primary point of contact for teaching artists for these programs, including issuing
contracts for services, negotiating art supplies, lesson plans, and more. The Adult
Program Coordinator is the direct liaison with the Montana Women’s Prison program
and ensures all teaching artists have completed appropriate paperwork and have
developed lesson plans that are well aligned with Prison protocols

e Maintain accessible shared records, files, and calendars relating to adult programs.

e Work with the Education Director and Marketing Manager, to draft content for the
Triptych, website, Facebook, and other relevant media or social media for adult
programming.

Secondary responsibilities:

e Assist with biweekly Docent meetings and Docent trainings.

e Work with Education Director to ensure funder-related goals of the Montana Women’s
Prison program are met according to the timeline of the grant

e Participate in departmental planning meetings, full staff meetings, and project-specific
meetings, as requested.

e Coordinate with all museum staff, including facility rentals, special events, and security
staff to ensure a safe and hospitable environment during programs.

e Represent the institution within the local and professional communities.

e Other duties as assigned.
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Minimum skills and qualifications:

e BAorBFAin art, art education, or a related field

e Familiarity with Billings artists and the art community

e Several years’ experience working with artists

e Familiarity with art education, especially lesson plans and strategies for educational
engagement with adults

e Strong written and oral communication skills, including social media

e Excellent computer and software skills

e Excellent organizational, project management, and multi-tasking skills; detail-
oriented

e Valid Montana driver’s license

The Yellowstone Art Museum’s open-door policy is intended to ensure that all employees are
treated with dignity, equity, respect, and trust. All employees are expected to participate in
open and honest communication whereby employees respect input they receive, they listen,
clarify, and strive for consensus.

The YAM is Equal Opportunity Employer, celebrating diversity in all forms and in all aspects of
our work. Applicants from all walks of life and identities, including persons of color, LGBTQ+,
are strongly encouraged to apply.

To Apply:

The position will remain open until filled. To apply, please submit a cover letter, resume, and
references to adminassist@artmuseum.org. No phone calls, please.
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