BROOKLYN
CHILDREN'S
MUSEUM

CRISP Project Coordinator Job Description
Department: Visitor Experience
Reports To: President & CEO
Employment Type: Part-Time, Exempt
Schedule: Up to 28 hours a week, varies
Compensation: 527 per hour

Position Summary

Brooklyn Children’s Museum seeks a Project Coordinator for its Culinary Residency Incubator Support
Program (CRISP) for a nine-to-twelve-month engagement as this project is grant funded. The Project
Coordinator will oversee vendor selection and onboarding for residencies, food-based workshops and
activations, serve as a liaison and support for business resources with contractors and funder(s).

Key Responsibilities
Vendor Onboarding and Support

e Oversee outreach efforts to build program awareness and participation to create a list of
vendors over the course of at least a 12-month period.

e Cultivate vendor relationships in Central Brooklyn and Brooklyn at large for consideration of
participation the CRISP program for either a residency or workshop and presenting them to the
President & CEO for final evaluation.

e Develop onboard and intake documents to get information from vendors to serve as
measurements of the impact of their participation in CRSIP.

e Order supplies for the vendor’s café space based on identified needs.

e Serve as the primary point of contact for the vendor and serve as the liaison with the vendor
and BCM’s departments and overall operations.

Food Based Workshops and Activations

e  Work with vendors and organizations to design and deliver a quarterly food-based workshop at
BCM based on the larger organization schedule.

e Liaison with BCM’s teams to schedule and deliver the workshops and activations.

e Design or oversee the design and delivery of assets related to the food-based workshops that
are distributed to participants.

Support Vendor Growth

e Create surveys and collect data to report qualitative and quantitative findings.

e Collaborate with consultants and community-based organizations to provide resources to
vendors to support their small business growth.

e Collaborate with Wells Fargo’s team as needed for resource sharing with vendors.



e Create data reports based on survey results.
Required Qualifications

e Minimum of three years of experience in community outreach or stakeholder engagement.

e Familiarity with Brooklyn's communities; especially Central Brooklyn

e Exemplary communication skills and collaborative work style

e Ability to work collaboratively in a team environment and build relationships with various
stakeholders.

e Proficiency in Microsoft Office

SCHEDULE
The schedule will vary based on need and availability. Generally, the weekly requirement will be 15 to 28
hours a week, including partial work on weekends at Brooklyn Children’s Museum as needed.

ABOUT BROOKLYN CHILDREN’S MUSEUM

Brooklyn Children's Museum (BCM) is the world's first children's museum and a pioneer in the field of
informal learning. Inspired by the energy and diversity of its borough, BCM’s programs and exhibits
engage children between the ages of 2 and 10, and their caregivers, through play-based learning at the
intersection of culture, the arts, and science. The Museum serves 300,000 visitors annually and operates
in 140,000 square feet of indoor and outdoor space. Learn more about BCM’s Theory of Change,
Diversity, Equity & Inclusion Plan, exhibits and programs at www.brooklynkids.org.

APPLY

Please send a cover letter and resume as 1 PDF to careers@brooklynkids.org with “[Your Last Name] —
CRISP Project Coordinator” in the subject header. Only those candidates selected for an interview will be
contacted. No telephone calls or emails for position inquiries or follow-ups.

EQUAL OPPORTUNITY EMPLOYMENT

Brooklyn Children’s Museum is an Equal Opportunity Employer and does not discriminate on the basis of
age, color, national origin, ethnic origin, citizenship status, disability, race, religion, creed, gender, sex,
sexual orientation, gender identity and/or expression, marital status, veteran status, or any other
characteristic protected by federal, state, or local law in its employment policies.


https://www.brooklynkids.org/wp-content/uploads/2020/08/BCM-Theory-of-Change.pdf
http://www.brooklynkids.org/

