
WonderLab STEAM Education Program Coordinator Position 

Position title: WonderLab Program Coordinator 
Department: Graduate School of Education  
Reports to: Susan Rauchwerk    

In this position, you work closely with the Executive Director to coordinate the day-to-day operations of 
WonderLab (WL), the Lesley University STEAM-based Lab School.  The primary program is a small afterschool 
for children in grades 1-6.  Thirty children, 10 each day, attend Tuesday, Wednesday or Thursday from 3-6 
pm.   You will supervise 4-6 Lesley students hired to staff the program.  You will also support 2-6 education 
students who volunteers as part of their early field experience.  The program coordinator oversees the daily 
operations of Wonderlab, including marketing, registration, student rosters and attendance, bus pick-up, 
staff and volunteer management, parent communications, student support, Lesley students conducting field-
based assignments, materials and supplies.  You will support the collaborative development and implement 
of interdisciplinary activities designed to educate and empower students in STEM learning. The position 
includes training in current STEAM education and research methods.  

The position requires working 15-20 hours a week for about 40 weeks starting as early as July 1, 2018.  It is a 
temporary part-time position without benefits.  Salary is $15-18/hour.  You must be available Tuesday, 
Wednesday and Thursday afternoons from 1:00-4 for at least two days each week, and 1-6:30 one day each 
week. The afterschool program runs from 3-6 Tuesday, Wednesday and/or Thursday afternoons for 15 weeks 
in the fall, and 20 weeks in the spring in Lesley’s University Hall on the Porter Square campus.  You will 
oversee 10 students, 2 educators, and 2 volunteers each day. You also manage a small 6-day summer camp 
the last two weeks of August from 9-3 at Mt. Auburn Cemetery.  You will also teach and manage 6-12 
education outreach programs sponsored by the Cambridge Ecological Literacy Project during the school 
year/school day at Mt. Auburn Cemetery and local greenspace.  

ESSENTIAL FUNCTIONS: 
Teaching 

• Learn to implement student-centered curricula
• Train and support Lesley graduate and undergraduate students working in the program.
• Meet with WL Director at least once a week to plan and implement curricula
• Help WonderLab educators to design and implement STEAM integrated curriculum
• Help create a safe and engaging learning environment for all participants and families
• Assist staff and learners in problem solving, brainstorming, designing and sharing ideas.
• Provide individualized attention and support to participants through engagement and participation
• Work closely with WonderLab staff to attend to children and family needs
• Manage group conflicts between children and/or staff as needed
• Teach one day each week, serve as sub when needed
• Empower staff and learners to maintain the learning space, take responsibility for all equipment,

supplies, and cleanliness of program areas, guide participants to clean up curriculum materials and
activities.

Administration 
• Manage all forms
• Keep attendance records
• Oversee the coordination of bus drop-off and pick up
• Serve as a parent liaison via phone and/or email
• Check and respond to emails daily
• send out teacher emails and weekly lesson plans
• Work with the Graduate Assistant to manage the Google Calendar for all WonderLab programs
• Assist in the planning and coordination of field trips, visitors, and mini conferences
• Manage Lesley student field-based assignment schedule

https://lesley.edu/academics/explore/wonderlab
https://lesley.edu/about/faculty-staff-directory/susan-rauchwerk


• Support education and science research data collection - keep copious notes during all meetings,
keep track of student work samples, collect student quotes, audio, video and photo’s

• Help order, organize, and manage all materials and supplies.

Collaboration 
• Coordinate teacher prep hour and debriefs during programming days
• Attend all trainings and program meetings
• Serve as a supportive mentor and role model
• Exhibit self-control, respect, dignity, and professionalism
• Treat everyone equally regardless of sex, ethnic origin, religion, or ability
• Maintain confidentiality
• Participate in relevant conferences and educational events
• Be respectful of people’s time; arrive and end on time, be available to work assigned hours
• Build positive relationships with parents, children, and coworkers.
• Respect the facility and equipment.
• Meet regularly with WonderLab Director to realize goals, anticipate and address issues

Scope of Independent Action 
• Initiates, implements, and controls day-to-day operations
• Makes recommendations regarding curriculum and program changes
• Consult with supervisor regarding expenditures, staff or student issues, unusual problems with

daily/weekly support and guidance from WL Director

Supervisory Responsibilities 
• Supervise 4-8 Wonder Lab educators
• Supervise 2-6 student or parent volunteers

Qualifications 
• Lesley student or graduate preferred
• Desire to grow and gain supervisory and program coordinator skills
• Interest in progressive education and alternative pedagogies
• Prior experience working with elementary age children in a formal or informal setting such as

classroom aid, babysitting, camp, nanny, museum, outdoor education center, afterschool, etc.
• Experience in STEAM education, science, technology, engineering, arts and/or math
• Skilled in Google applications (sheets, documents, forms, etc), SquareSpace, and Eventbrite
• Excellent organizational skills
• Good communicator
• Ability to give and receive timely and effective feedback to and from staff/parents/Director
• Ability to anticipate needs and plan ahead
• Prior experience developing and implementing curricula
• Creative, thoughtful and collaborative

Working Conditions 
The WL classroom provides office space with a desktop computer. Teaching will occur in the WL  
classroom, science labs, local greenspace, and other classrooms as needed. Work collaboratively with a co-
educator, program coordinator, and Executive Director, Dr. Susan Rauchwerk .  To apply Send cover letter 
and resume to: Susan Rauchwerk at WonderLabSTEAM@lesley.edu     

mailto:WonderLabSTEAM@lesley.edu

