
MOUNTAIN LAKE PBS 

PLATTSBURGH, NY 

 

POSITION DESCRIPTION 
 

NAME:    

JOB TITLE:   Education and Office Coordinator  

DEPARTMENT:  Engagement and Marketing 

REPORTS TO:  Director Engagement and Marketing  

STATUS:   Non-Exempt, Part Time (25 hours/week) 

RANGE:    $13-$15/hour 

 

Summary of Job: Responsible for coordinating education and outreach activities for the station, 

including planning and managing family events at the station, presenting professional 

development materials educators, and adding education content to PBS LearningMedia. This 

position will also assist in day to day administrative support, answering the main phone line, 

recording minutes at meetings, and ensuring report filings are up to date.  

 

 

Specific Duties and Responsibilities: 

 

 

EDUCATION AND OUTREACH 

1. Plan, promote and execute events and workshops for children and families in 

coordination with the Director of Engagement and Marketing 

2. Develop and deliver professional development presentations for educators and parents 

making use of PBS resources including PBS LearningMedia 

3. Add Mountain Lake PBS content into PBS LearningMedia CMS 

4. Work with Digital Marketing Specialist to promote education and outreach initiatives on 

mountainlake.org and social media. 

 

OFFICE ADMINISTRATION 

1. Answer incoming phone calls. Greet callers and visitors hospitably.  Answer basic 

membership and programming questions. 

2. Assist President and CEO and other Executive Staff members in preparation of Board of 

Directors, Community Advisory Board, and committee meetings, record minutes and 

maintain records.  Maintain trustee and nominee files.  

3. Maintain public files as required by Federal Communications Commission.  

4. Maintain database on job applications for both management and non-management 

recruitment; generate appropriate correspondence and EEO tracking. Post job listings and 

advertise for all positions and file records in EEO binders. 

 

 

Other Duties and Responsibilities as assigned. 

 



 

MINIMUM QUALIFICATIONS 

 

Education & Training:   

Associates Degree or equivalent work experience. Experience working in education with 

children preferred. 

 

Work-Related Experience:   

Prior experience working with children in an education setting preferred. Event 

planning/management and excellent interpersonal skills. Computer proficiency, attention to 

detail and time management.  

 

Required certification\registrations or licensure 

Valid New York State driver’s license.  

 

Physical requirements 

Lift up to 30 lbs.  

 


