
Ahha Tulsa
Job Description

Position Title: School Programs Coordinator
Reports To: Director of Partnership Programs
FLSA Status: Salaried/Exempt
Salary: $38,000

Ahha Tulsa is a 501c3 nonprofit organization whose mission is to cultivate a
more creative community. Founded in 1961, ahha advocates for arts and
culture policies and programming in the community and in the education
system. Ahha takes a lead role in fostering cooperation among Tulsa arts
and humanities organizations as a whole to benefit the entire community;
and develops, supports and nurtures innovative programs and exhibits that

bring the arts to the public. Ahha operates a state-of-the-art facility to
support the mission, the ahha Hardesty Center in the downtown Tulsa Arts

District.

Position Summary:
The School Programs Coordinator is responsible for assisting the Director of
Partnership Programs with implementing the Any Given Child (AGC) and
Artists in the Schools (AIS) programs. This position will work directly with
schools, artists, and arts organizations to coordinate field trips, school visits,
and educational tours of ahha. The Coordinator works both independently
and collaboratively to deliver onsite AGC tours, communicate with AGC &
AIS arts partners and schools, process requests for AIS visits, and other
administrative tasks.

Any Given Child (AGC)
The Kennedy Center’s Any Given Child program assists communities in
developing and implementing a plan for expanded arts education.Tulsa is
one of only 27 cities across the nation selected to participate in this
initiative. Any Given Child-Tulsa provides equity and access in arts education
for every K-8 student who attends Tulsa Public Schools. This is accomplished
through 13 arts organization partners working collaboratively to fund and
implement arts education programming, both in the classroom and the
community.

Artists in the Schools (AIS)
Since 1961, the Artists in the Schools program has provided students with



high-quality experiences in the arts and humanities. AIS offerings both in
class and after school help further student’s academic learning, and foster
appreciation of the visual, performing, and literary arts.  Through classes,
residencies, assemblies, and performances, AIS artists and participating
organizations inspire students’ creativity and confidence.

Essential Duties and Responsibilities:
● Update the AGC Primary Schedule with student numbers, contact

information, transportation confirmations, and any other information
necessary to create a clear and smooth field trip experience for all
parties.

● Confirm and communicate details of ahha’s educational onsite tours
with both internal and external stakeholders.

● Receive AIS requests and initiate communication with schools and
teaching artists.

● Act as administrative support for the monthly AIS billing and payment
processes.

● Collect and organize all the necessary documents for Creative Learning
Coordinators in each school site.

● Work with Director to manage AGC rescheduling requests
● Distribute and collect surveys and other data-collecting materials to

partners.
● Manage, monitor, and update the AIS online directory.
● Provide excellent customer service to all partners.
● Supports other departments in organizing school and

partnership-based programs, such as Mayfest youth art gallery and
community performances.

Other duties may be assigned in keeping with the mission of ahha Tulsa.

Supervisory Responsibilities:
This position currently has no supervisory responsibilities, but may oversee
contractors and volunteers.

Ahha Values:
Employees of ahha must be committed to upholding the values of the
organization. At ahha, we are:

Creative, Accessible, Engaging, Collaborative, and Fun!

Competencies:
To perform the job successfully, an individual should demonstrate the
following competencies:

Continuous Improvement
● Works hard consistently and enthusiastically
● Displays original thinking and creativity



● Meets challenges with resourcefulness
● Develops innovative approaches and ideas

Integrity
● Accepts accountability for personal performance and behavior
● Admits and takes responsibility for correcting mistakes
● Represents collective interests over personal gains

Teamwork
● Able to establish and maintain effective and professional working

relations with coworkers
● Relates well to all kinds of people, building rapport with diplomacy and

tact
● Shows empathy and respect towards others

Customer Service
● Deals courteously and effectively with the public at all times
● Responds promptly to customer needs
● Solicits customer feedback to improve service

Safety and Security
● Adheres to all safety regulations and policies and maintains a safe and

productive workplace for visitors, program participants and fellow
employees

● Reports potentially unsafe conditions

Project Management
● Coordinates projects and communicates changes and progress to the

team
● Completes projects on time and budget

Leadership
● Displays passion and optimism
● Inspires respect and trust
● Serves as a role model for employees, embodying AHCT’s core values
● Accepts feedback from others
● Gives appropriate recognition to others.

Business Acumen
● Understands business implications of decisions
● Works within approved budget
● Develops and implements cost saving measures



● Develops strategies to achieve organizational goals
● Adapts strategy to changing conditions

Qualifications
To perform this job successfully, an individual must be able to perform each
essential duty satisfactorily. The requirements listed below are
representative of the knowledge, skill, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to
perform the essential functions.

Education and/or Experience
Associate’s degree or equivalent from college or technical school; six
months to one year related experience and/or training; or equivalent
combination of education and experience.

Language Skills
Ability to read and interpret documents such as safety rules, operating
and maintenance instructions and procedure manuals. Ability to write
routine reports and correspondence. Ability to speak effectively before
groups of customers, employees of ahha and the general public.

Mathematical Skills
Ability to add, subtract, multiply and divide using whole numbers,
common fractions and decimals. Ability to perform these operations using
units of American money.

Computer Skills
Microsoft Word; Microsoft Excel; Microsoft PowerPoint or Prezi; Square or
equivalent point of sale system; Tessitura or equivalent programs
registration system.

Physical Demands:
The physical demands described here are representative of those that must
be met by an employee to successfully perform the essential functions of
this job. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

This position requires moderate standing; moderate walking; substantial
sitting; moderate reaching with hand and arms; minimal climbing or
balancing; minimal stooping, kneeling, crouching or crawling; substantial
talking or hearing; lifting up to 20 pounds.

Work Environment:
The work environment characteristics described here are representative of
those an employee encounters while performing the essential functions of
this job. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.



This work environment involves minimal wet or humid conditions; minimal
work near moving mechanical parts; minimal work in high, precarious
places; minimal work with or around fumes or airborne; minimal work with
or near toxic or caustic chemicals; minimal work in outdoor weather
conditions; moderate work with moderate noise level; and moderate work
with high noise level.


