
 
Education Director Job Description 

 
Salish Sea Expeditions is a successful nonprofit education organization that has been 
providing hands-on, inquiry-based marine science programs aboard a research vessel 
and in local watersheds since 1997. We are currently seeking an Education Director to 
support our efforts to provide and expand our innovative marine science programs.  
 
We seek a smart, professional individual who is passionate about our mission and 
eager to partner with the Executive Director and staff to lead and grow the 
organization’s education programs.  The position of Education Director provides an 
opportunity to work in a fun, casual and flexible work environment with a close-knit 
community of creative, outdoorsy people on Bainbridge Island, Washington, while 
making an important impact on the science education received by our area’s youth.  
 
Hours: Full-Time, 40 hours/week, with additional hours as needed. This is a 10-
month salaried position. 

Reports to: Executive Director 

Salary:  $40,000/ 10 month contract with benefits (Premera Health and Vision 
Insurance) 

Start Date: ASAP  

Primary Responsibilities: 
 
Program Leadership 

• Direct the implementation, refinement, creation and development of 
curriculum for all existing and new education programs 

• Update and respond to staff, teacher and student evaluation of programs 
• Act as a role model for staff 
• Develop, update and implement Program Manuals 
• Maintain our program’s alignment with evolving curriculum standards, 

educational best practices and customer feedback 
• Engage with ED, Board of Directors and committees focused on education 

 
  



Communication and Outreach  
• Communicate the Salish programs and vision with community 
• Recruit schools to hit attendance and budget goals set by strategic plan 
• Attend and table at relevant conferences, symposia, and other events. 
• Cultivate relationships with teachers, schools and school districts  
• Build relationships/partnerships with complementary organizations 
• Support site visits from foundations and key donors. 
• Prepare monthly progress and program report for Board of Directors 

 
Staff Leadership and Development  

• Recruit, hire, train, manage, evaluate and support Program Manager 
• Conduct Background Checks on all hires 
• Oversee and partner with the Program Manager to:  

 Recruit, hire, support and inspire seasonal staff 
 Screen, Interview, and Check References  
 Co-design, co-lead and support facilitation of staff training  
 Oversee staff evaluation processes 
 Support management of seasonal staff policies 

 
Administrative Duties  
 Oversee admissions process for Teacher/School Administration  

 Serve as first point of contact with Teachers  
 Negotiate date, marina logistics, price and payment timeline.   
 Create invoices for schools  
 Manage contracts and payments with schools 

• Oversee management of program paperwork  
• Oversee creation and distribution of insurance certificates 
• Oversee management of program data capture and reporting 

 
Budgeting and Fiscal Oversight  

• Create and manage annual program budget; monitor all program expenses. 
• Communicate clearly about recruiting efforts 
• Share grant writing efforts and reports as needed  

 
Create Schedules and Seasonal Calendar  

• Schedule all education programs (including classroom visits)  
• Oversee staff calendar in partnership with Program Manager 
• Lead coordination of the Salish Sea Student Science Symposium (annually in June) 



 
Communication (during “Sound” boat programs)  

• Send Mid-Trip Parent Email w/ Link to Webpage 
• Oversee updates of SPOT Adventure/Expedition Tracker, etc on website 
• Delegate or manage parent informational session (if requested) 

 
Program Risk Management  

• Oversee and ensures compliance with risk/ crisis management policies 
 Ensure educators, staff and board are prepared for response (w/Captain) 
 Manage Maritime Consortium Compliance Paperwork and Proof 
 Provide proof of Certificate of Inspection for SSE vessels (w/ Captain) 

• Carry emergency phone and oversee daily check-in calls during program season 
• Annually update Risk Management protocol with Board, ED and Committee  

 
Required Skills and Experience: 

• 3-5 years of staff management and leadership experience required 
• Excellent interpersonal skills and ability to recruit, motivate and inspire  
• Exceptional organization skills and ability to work independently 
• Excellent writing and proofreading skills, good phone presence 
• Must be comfortable with MS Office Suite and google apps  
• Positive outlook, strong work ethic and a sense of humor 
• Creative, resourceful and good at solving problems  
• Demonstrated ability to set priorities and meet deadlines 
• Passion for the mission of Salish Sea Expeditions 
 

Ideal Qualities: 
• Teaching experience, or experience working in schools strongly preferred 
• Master’s degree in related field  
• Sail training, sailing or boating experience desireable 
• Sales and Marketing experience helpful 
• Knowledge of local community and area schools helpful 
• Knowledge of WordPress, Salesforce, Skype and Eventbrite highly desirable  

 
  



To apply: Send resume, cover letter and three references to: seth@salish.org  Subject 
line: Education Director.  Email submissions only.  No phone calls please.   

**Please note:  Salish Sea Expeditions is a small, non-profit organization.  As such, tasks may arise that 
are not explicitly outlined above.  As a member of a small staff, all employees may be called upon to 
address and complete these unforeseen responsibilities.  Salish Sea Expeditions provides equal 
opportunity employment to all employees and applicants for employment.  All employment-related 
decisions are based upon valid job-related factors.  It is the policy of Salish Sea Expeditions to make 
hiring and personnel decisions without regard to race, color, age, sex, creed, national origin, sexual 
orientation, gender identity,  marital status or the presence of any sensory, mental or physical disability, 
unless based upon a bona fide occupational qualification. 

mailto:seth@salish.org

