FONZ-NZP Exhibit Interpreter Program Staff Roles

Program Supervisor

The Program Supervisor is a staff member of the Department of Education and Volunteer Services (DEVS).  It is the responsibility of the Program Supervisor to ensure that all aspects of the program run smoothly and all tasks are complete.  Responsibilities for assigned Exhibit Interpreter programs include the following.

• Recruit volunteers.

• Work with the Staff Liaison to conduct interviews with prospective volunteers.

• Work with Education Specialist and Staff Liaison to develop training schedule each year.

• Schedule volunteers monthly.

• Counsel volunteers when necessary.

• Work with Education Specialist and Staff Liaison to update and maintain manual.

• Work with Education Specialist and Staff Liaison to develop interpretive activities and select, obtain, and maintain interpretive objects.

• Act as a liaison between the Exhibit Staff and FONZ/DEVS Staff.

• Conduct assessments with the assistance of Education Specialist, Staff Liaison and Exhibit Staff.

• Work with Education Specialist and Staff Liaison to select meeting topics and schedule for the year.  It is the responsibility of the Program Supervisor to coordinate all aspects of the meeting.  Exceptions may take place when specifically agreed upon.

• Prepare and monitor budget.

• Purchase all necessary equipment/supplies.

• Maintain up-to-date informational files on volunteers.

• Tracks statistics (volunteer hours and visitors reached) for assigned programs.

Education Specialists

The Education Specialist is a staff member of the Department of Education and Volunteer Services (DEVS) who is assigned to specific Exhibit Interpreter programs.  Education Specialists take the lead in training manual and interpretive training development.

• Conducts interpretive training for new volunteers and offers additional support to current volunteers.

•  Work with Staff Liaison, Exhibit Staff, and Program Supervisor to update and maintain Exhibit Interpreter manual, including creating new animal fact sheets.

• Work with Staff Liaison and Program Supervisor to develop interpretive activities, including interpretive objects/biofacts.

• Work with the Program Supervisor to conduct interviews with prospective volunteers.

• Work with Program Supervisor to conduct volunteer assessments.

• Work with Program Supervisor and Staff Liaison to develop training schedule each year.

• Work with Program Supervisor and Staff Liaison to select meeting topics and schedule for the year.

Staff Liaison
The Staff Liaison is a member of the unit staff assigned to work closely with the Program Supervisor who manages the Exhibit Interpreter volunteer program in the unit.  In addition to the bulleted items below, the staff liaison also participates as an orchestrator.

• Work with Program Supervisor to select meeting topics and schedule for the year.

• Work with the Program Supervisor to conduct interviews with prospective volunteers.

• Work with Program Supervisor to develop training schedule each year.

• Work with Education Specialist and Program Supervisor to update and maintain Exhibit Interpreter manual.

• Work with Education Specialist and Program Supervisor to develop interpretive activities.

• Act as a liaison between the Exhibit Staff and FONZ/DEVS Staff.

Orchestrators
Orchestrators are keepers assigned to work with the volunteer interpreters for a portion of the day, and coordinate their activities.

• Meet with the interpreters at the beginning of a shift to arrange an activity schedule and then act as a source of advice throughout the shift.

• Communicate with the Staff Liaison or the Program Supervisor on such things as volunteer attendance, injuries, etc.

• Provide timely and consistent follow up to the Staff Liaison or Program Supervisor on volunteer observations.

• Assist with annual volunteer assessments.

• Attends volunteer program meetings.

•  Helps to conduct volunteer training.

