
Camps Project Manager 
The Children’s Museum of Memphis 
February 7, 2019 
 
Background: 
Incorporated in 1987, The Children's Museum of Memphis (CMOM) creates memorable learning 
experiences through the joy of play in hands-on exhibits and programs. The museum holds dear its role 
as a treasured community asset to children and their families: We curate more than 30 vibrant exhibits 
fine-tuned to early learning, and we oversee a trove of programs and special events that celebrate and 
enhance the childhood experience in a hands-on way.  
 
After a three-year hiatus, CMOM is re-launching its camps program, beginning with a four-week camp 
offered this June 2019. We are looking for a keen project manager with a passion for childhood learning 
to help us plan and realize our visitation for a top-notch, thrilling and educational experience for 
Memphis kids. This is a twelve to fifteen-week position capped at 450 hours, culminating in a 45-50 
hour/week commitment during the four weeks of camp. Compensation is $23/hour.  
Camp attendance will be a maximum of 80 children/week. 
 
Position:  
Reporting to CMOM’s Director of Education, the Camps Project Manager will develop and oversee a 
well-structured plan for completing the camp’s design: refining activities and curricula, then recruiting, 
hiring and directing staff. The project plan and accompanying tools should form the baseline for a 
sustainable, replicable toolset for camp planning and operations going forward.  
The Camps Project Manager will also orchestrate day-to-day activities for the camp. 
 
Responsibilities: 

• In cooperation with CMOM’s education team: 
• Design and receive sign-off for project manager’s workplan during full tenure of this initiative 
• Survey best practices in camp management, including interviewing camp directors at sister 

agencies in Memphis 
• Full define and document e3ducatoinal and operational scope and objectives for the camp 
• Finalize and manage camps budget for materials and staffing 
• Steward master scheduling for camp activities for participants 
• Develop job descriptions and scheduling for camp staff 
• Assist CMOM’s human resources staff in vetting applications, interviewing and hiring staff 
• Develop and implement stringent guidelines to ensure child safety from drop-off to pick-up by 

the appropriate adult at end of day 
• Oversee daily camp operations, troubleshooting and resolving challenges as they arise 
• Perform other duties as necessary or assigned 

 
Education and Prior Experience: 

1. B.A. or B.S. degree from an accredited university is a preference 
2. Demonstrated project management experience 
3. 4+ years of related experience 
4. 2+ years in a supervisory role 

 
 



Skills: 
• Proficiency with project management tolls and practices 
• Strong communication skills: written and oral 
• Excellent interpersonal and team skills 
• High proficiency with Microsoft Office applications, especially Outlook, Word and Excel 
• Proficiency with or demonstrated capacity to learn museum-specific point of sale software and 

reporting 
 
Other Characteristics: 

• Maturity, diplomacy, calm under pressure 
• Demonstrated resourcefulness and good judgment 
• Values diversity of thought, backgrounds and perspectives 

 
Also: 
Requires access to transportation for handling camp-related purchasing and other errands 
 
Salary: 
$23/hour. Contract role, capped at 450 hours. 
 
How to Apply: 
Please send a cover letter, resume and salary requirements as 1 PDF to Cliff.Drake@cmom.com with 
“[YourLastName] – Camp Project Manager in the subject header. Applications will be reviewed on a 
rolling basis with priority given to those received by February 28 or before. Only those candidates 
selected for an interview will be contacted. No telephone calls for position inquiries, please.  
 
The Children’s Museum of Memphis is an equal opportunity employer. We value a diverse workforce 
and an inclusive culture. CMOM encourages applications from all qualified individuals without regard to 
race, color, religion, gender, sexual orientation, gender identity or expression, age, national origin, 
marital status, disability, and veteran status.  
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