
 
 

SPARK!LAB COORDINATOR 
 

August 15, 2019 

 

This is a part-time, 30 hour per week, year-round positon.   This position reports to the Director of 

Education.  

 

Position Summary: 

Spark!Lab is a hands-on invention space in the Springfield Science Museum that encourages 

exploration and innovation through participatory activities.  Developed by The Lemelson Center for the 

Study of Invention and Innovation at the Smithsonian’s National Museum of American History, 

Spark!Lab focuses on the process of invention and the importance of inquiry-based discovery.  The 

Spark!Lab Coordinator is responsible for the facilitation of all public programming in the space.  

Primary duties will include staffing Spark!Lab, maintaining a volunteer corps, developing a thorough 

knowledge of all Smithsonian Spark!Lab National Network activities, securing materials, keeping 

statistics and managing program budgets.  Assist in the preparation of grant applications and direct the 

delivery of grant-funded programs and initiatives. Explore additional ways to increase STEM skills in 

children, and work collaboratively with others in the Education Department and area institutions to 

present new and recurring programming.  

 

Responsibilities include:  

Essential functions of the position include but are not limited to the following: 

 

The Coordinator will staff Spark!Lab during public hours, and determine the rotation of activities.  All 

visitors will be welcomed and oriented to the space.  The Coordinator will engage families in the 

invention process, offering inspiration and encouragement.  During the day, the Spark!Lab Coordinator 

will oversee and guide volunteers or interns assisting in the space, and establish a maintenance protocol 

to ensure the area stays organized for all visitors.  

 

In order to sustain sufficient staffing levels during public hours in the Spark!Lab, the Coordinator will 

recruit a large and diverse volunteer base.  Duties will include interviewing volunteer applicants, 

maintaining a monthly schedule of volunteers, and planning and leading training sessions designed to 

provide volunteers with instruction on the Spark!Lab activities developed by the Smithsonian, as well 

as effective techniques for working with visitors.  Additionally, the Coordinator will supervise a part-

time Spark!Lab Educator. 

 

The Coordinator will collaborate with school programs educators who will: lead Spark!Lab 

programming for students visiting on field trips; support museum-wide public programs led by the 

Family Engagement Coordinator by planning specialized activities if necessary;  and plan and 

coordinate additional programs and activities for families as necessitated by ongoing museum 

initiatives, community partnerships, or teacher workshops.   

 

The Coordinator is also responsible for:  ordering supplies for facilitated activities and overseeing the 

inventory of all program materials; keep statistics on visitation and program participation; when 

needed, submit Security and Facilities work requests for specialized programming; maintain program 

information through electronic records, input data and update files as necessary; and assist with the 

preparation of quarterly reports submitted to the Smithsonian.   

 

Consult regularly with the Marketing and Public Relations department regarding press releases, 



flyers/brochures, and other promotional materials.  Provide copy for publications in accordance with 

quarterly deadlines, if necessary.  Confer with the Membership department in order to plan member 

promotions and incentives.   

 

The Spark!Lab Coordinator must keep up-to-date on the other Spark!Lab National Network sites across 

the country and in Washington, D.C.  Additionally, keep abreast of current practices in regard to both 

museum education and STEM education through attendance at seminars, meetings, and workshops as 

authorized.  Perform other similar duties as responsibility or necessity dictates, or as requested by 

supervisor.   

 

Qualifications include, but are not necessarily limited to:  

A Bachelor’s degree and experience in the fields of STEM education, museum education, or science 

required.  

Bi-lingual English/Spanish preferred.  Some weekend and evening hours, standing for long periods of 

time, and lifting up to 30 pounds are required.   

 

Interested persons should forward their letter of application, with qualifications included, by 

Friday, September 6, 2019 to:  lmurray@springfieldmuseums.org. 

 


