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POSITION ANNOUNCEMENT
PUBLIC PROGRAM OPERATIONS MANAGER

Lowell Observatory is a private, non-profit organization founded in 1894 with a mission to perform basic
research in astronomy and to share that research with the public. Lowell has a vibrant public outreach program,
with 100,000 visitors annually to our campus. We are finishing the 40,000 sq ft Marley Foundation Astronomy
Discovery Center, opening November 2024, which will increase our visitor capacity significantly, and includes
two galleries, a stunning wrap-around Lowell Universe Theater, and a breathtaking roof-top Dark Sky
Planetarium. The Discovery Center will serve as a destination for locals and visitors from across the country and
the world.

Lowell Observatory seeks applications for the position of Public Programs Operations Manager
(PPOM). The PPOM is a member of Lowell’s public outreach team and reports to the Director of
Education. The PPOM works collaboratively with and manages the Program Management Team (PMT),
composed of the Presentations Manager, the Telescopes Manager, the Content Manager, and the
Volunteer/Docent Manager; these managers oversee a combined group of 20-30 individuals. The
PPOM reports to the Director of Education.

RESPONSIBILITIES

The Public Program Operations Manager is responsible for ensuring the alignment of the Program
Management Team’s work with strategic priorities set by the Observatory and by the Director of
Education. This will include staff and volunteer management priorities, and content creation and
delivery priorities. The PPOM is also responsible for communication within the Public Program team as
well as with other stakeholders. The PPOM will have the experience and ability to handle complex
situations and multiple responsibilities simultaneously, including a mix of long term projects and
urgent immediate demands. They must have excellent judgment, communication skills, and an ability
to build strong relationships and a positive team culture.

Key responsibilities of the Public Program Operations Manager include:

e Support and supervise the Telescopes Manager, Content Manager, Presentations Manager, and
Volunteer Manager (collectively, the Program Management Team or PMT)

e Implement strategic direction set by Director of Education (DoE) across the PMT: direct, plan,
manage, and integrate the activities of the PMT
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Provide support and advice to PMT in personnel and program management

Manage large scale cooperative efforts of personnel across groups to support strategic
priorities

Assist the Director of Education in coordinating public program activities with personnel in
other departments

Assist the Director of Education in developing and updating the department’s annual budget
and staffing needs; assist with budgetary analysis and monitoring

Communicate within Public Program on policies, performance, news

Communicate with Visitor Experience Manager on programs and visitor concerns

Develop and/or document internal processes and policies for communications, operations, and
other organizational needs

Act as the point of contact within the Public Program for other department inputs and needs
Communicate and coordinate with the ADC Facility Manager, the Mars Hill Facility Manager,
and the Technical Facilities Manager regarding the status of the facilities used by Public
Program staff

Other duties as assigned by the Director of Education.

QUALIFICATIONS

It is not necessary to meet 100% of these qualifications to be considered for this position.

Minimum of 5 years of significant staff management experience. Must have served as direct
manager of individuals or a team of employees with experience in training, performance
management, providing development opportunities, providing feedback, applying progressive
discipline, and situational leadership

Project management experience

Strong interest in educational sector as evidenced through education, previous work
experience, and/or volunteer experience

Excellent written and verbal communication skills

Excellent interpersonal skills; ability to build strong relationships; experience in working
successfully across teams

Demonstrated critical thinking and problem solving skills

Ability to occasionally work evenings and/or on weekends

A bachelor’s degree in a STEM field or demonstrated equivalent experience. Advanced degree
in a STEM field is preferred

WORKING CONDITIONS

Often sitting, standing, bending, and working at a computer for extended periods of time. Frequently moving
throughout the campus, on sometimes uneven terrain. Speaking and listening, both in person or while using the
telephone. Ability to lift up to 40 pounds. Occasionally working outdoors, sometimes in extreme cold or heat.

Full Time, Regular

Compensation: $80,000 to $90,000 per year DOE
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Compensation Type:

Benefit Eligible:
FLSA Classification:
Location:

Start Date:

To Apply:

Salary

Yes*

Exempt

Flagstaff, AZ, Mars Hill Campus
Negotiable, on or before July 1% preferred

Please send the following documents to jobs@lowell.edu

o Lowell Application (www.lowell.edu/careers)

e Resume

e Letter of interest addressing your qualifications

e Phone numbers and e-mail addresses of three professional references

We will begin review of applications on April 22", Position is open until filled.

*Benefits Overview: In addition to 11 scheduled paid holidays, Lowell Observatory offers a Flexible Paid Time Off policy for
all full-time, benefit eligible employees which allows you to determine how much time you need to rest and enjoy yourself
outside of work. The cost of premiums for medical, life & long term disability insurances for benefit eligible employees is

100% paid by the company. Up to a 5% match on retirement contributions after 6 months of employment.

Employment is subject to passing a background check

Lowell Observatory is proud to be an equal opportunity workplace and is an affirmative action employer. We are committed to equal
employment opportunity regardless of race, color, ancestry, religion, sex, national origin, sexual orientation, age, citizenship, marital status,
disability, gender identity or Veteran status. Lowell Observatory has always been, and always will be, committed to diversity and inclusion.
We seek individuals from all backgrounds to join our teams, and we encourage our employees to bring their authentic, original, and best

selves to work.

Lowell Observatory sits at the base of mountains sacred to tribes throughout the region. We honor their past, present, and future
generations, who have lived here for millennia and will forever call this place home.

Lowell Observatory is committed to providing access, and reasonable accommodation in its services, programs, activities, education and
employment for individuals with disabilities. Our non-smoking campus is at an elevation of 7,200ft/2200m, and the LDT is 40 miles south
of Flagstaff at an elevation of 7,800 ft/2370m. If you need a reasonable accommodation for any part of the application and hiring
process, please notify the Human Resources office for assistance.

VERSION March 2024
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