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DEPARTMENT OF PROGRAMS AND INTERPRETATION

Title: Lifelong Learning Coordinator
Department: Programs and Interpretation
Reports to: Director of Programs and Interpretation 

Start Date: October 15, 2019

Background:
The Garfield Park Conservatory Alliance (GPCA) is a community oriented non-profit organization involved in a unique 
partnership with the Chicago Park District and its historic plant conservatory. The Department of Programs and 
Interpretation supports the mission of the Garfield Park Conservatory Alliance by changing lives through the power of 
nature, and is dedicated to developing, implementing, and facilitating a heightened interest and deeper understanding of 
the plant world, both inside and beyond the Conservatory’s glass walls.

The Lifelong Learning Coordinator is a part-time, year-round position averaging 20 hours per week. Primary 
responsibilities include, but are not limited to: 1) Coordinate fee-based adult continuing education programs associated 
with our mission, 2) Coordinate free adult programming, including our monthly lecture series and yoga classes, 3) 
Evaluate and report on programs for continual improvement, and 4) Research ways to enhance and improve our adult 
education opportunities.

Position Responsibilities:
• Coordinate monthly lecture program: schedule speakers, execute contracts, payment processing; work with staff for 

timely marketing
• For classes and lectures, coordinate room set-up with custodial staff, set-up refreshments, AV equipment, as well as 

serve as host on program days by welcoming presenter/lecturer and being on-hand to troubleshoot issues
• Coordinate all aspects of the Seeding Vitality senior art class series
• Manage registration processes for all adult programs - collecting program information to post online, troubleshooting 

reservation system, facilitating refund process, answer visitor questions about the program
• Oversee free yoga series; sign-in participants, collect donations, administer surveys
• Create and administer surveys and evaluations to determine program success
• Oversee budget paperwork; collect W-9’s and invoices, track purchases within the budget
• Assist and help facilitate additional programs and special events
• Work on select evenings and weekends as needed
• Other duties as assigned

Qualifications:
• Applicant should be at least 21 years of age and have an interest in museum-based or informal education, with a 

background in gardening, adult education, science or environmental education. 
• Experience with Microsoft Office and Google Suites, and experience working in an office.
• Must be an enthusiastic and charismatic representative of our organization, enjoy and excel at direct service, and 

love working with adults from a variety of backgrounds. 
• Must be able to meet the diverse needs of our individual visitors and be flexible. 
• Applicant should also enjoy working with and leading volunteers through tasks. 
• Being organized is key to this position. 
• Some event set-up may include lifting 15 pound speakers above 3 feet height onto speaker stands - we welcome all 

applicants and are happy to make accommodations as requested.

To apply, submit cover letter and resume to Mattie Wilson at mwilson@garfieldpark.org by end of day, Friday, October 4.

Garfield Park Conservatory Alliance (GPCA) is an Equal Opportunity Employer and Prohibits Discrimination and 
Harassment of Any Kind.

GPCA is committed to the principle of equal employment opportunity for all employees and to providing employees with a 
work environment free of discrimination and harassment. All employment decisions at GPCA are based on the 
organizational needs, job requirements and individual qualifications, without regard to race, color, religion or belief, family 



or parental status, or any other status protected by the laws or regulations in the locations where we operate. GPCA will 
not tolerate discrimination or harassment based on any of these characteristics. GPCA encourages applicants of all ages.
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