
 
 
 

Job Description 

Title: Education Specialist  
Reports To: Director of Education 
FLSA Status: Nonexempt: Full-Time, Hourly 

 

Overview: 
The Education Specialist supports the day-to-day operations of Education programming and 
assists with school-based arts integrated programming including Visual Thinking Strategies, 
student matinees, and arts-focused field trips.  This role provides support in various areas 
aligned with advancing the strategy of the organization. 

 

Essential Duties and Responsibilities (Note: Other duties may be assigned) 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

 Completes Visual Thinking Strategies (VTS) facilitator training 
 Prepares for VTS monthly classroom visits 
 Facilitates a student-centered VTS discussion with students around various works of 

art 
 Positively manages a classroom of 20-30 students 
 Actively partners with the team on VTS efforts 
 Assists with scheduling of all in school programming  
 Prepares all monthly VTS materials 

 Assists with the collection and analysis of assessment data 
 Completes Acting Right training workshop 
 Partners with classroom teachers to use the Acting Right processes to teach 

behavior 
 Leads the planning, coordination, and execution of field trips onsite and offsite 
 Coordinates various Education projects 
 Provides support for the Director of Education on a variety of activities 
 Assists with matinee planning and execution including registration, invoicing and 

seating 
 Assists with data entry for various programs and projects 
 Assists with banner competitions 
 Builds relationships with educational institutions and teachers to ensure strong 

partnership between schools and the Honeywell Foundation  
 Brings innovative ideas to the organization and contributes a unique perspective 
 Establishes strong rapport and working relationships with the entire team 

 
 
Responsibilities are subject to change and increase as the position evolves. 

 

Knowledge, Skills and Abilities 



 
 
 

Job Description 

The requirements listed below are representative of the knowledge, skills, and/or abilities 
required to perform each essential duty satisfactorily. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 Professional facilitation experience including a passion working with students in a 
fast-paced and engaging environment  

 Professional interpersonal, written, and verbal communication skills 
 Proactive, adaptable with the ability to work under pressure to meet deadlines in a 

fast-paced environment 
 Strong team player who works well with others to achieve optimal results 
 Highly resourceful with the ability to also be extremely effective independently 
 Excellent organizational skills and attention to detail 
 Strong work ethic 
 Ability to perform and prioritize multiple tasks seamlessly 
 Ability to build relationships with the team 
 Actively seeks opportunities and proposes solutions 
 Strong computer skills 
 Microsoft Office and Excel proficiency  
 Stays abreast of educational best practices 
 Ability to maintain the confidentiality of sensitive and confidential information 

 

Education and/or Experience 
Bachelor’s degree and 3-5 years of related experience and/or training including experience 
with facilitation; or equivalent combination of education and experience.  Licensed teacher 
preferred 

 

Environment and Physical Demands 
The physical demands described here are representative of those an individual must meet to 
successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 Office environment 
 Utilizing an office desk – sitting, reading, listening or speaking with the ability to 

move intermittently throughout the day 
 Constant walking and standing; frequent bending, stooping and reaching 
 Occasionally lift up to 10 lbs. with the ability to push or pull more than 10 lbs. 
 Ability to work in a fast paced environment 
 Strong sensory skills, such as good eyesight, good hearing, and dexterity 
 Ability to operate office equipment, including computers, copiers, fax machines, and 

phones 
 

Other Requirements 
Position may require overtime including limited evening hours. 

 


