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Title:  Visitor & Special Events Coordinator
Department:  Visitor & Special Events
Status:  Non-Exempt, Regular, Full-time, hourly
Supervisor:  Visitor & Special Events Manager

Position Description:  Visitor & Special Events Coordinator acts as the acting manager of the Visitor Services department and staff when the Visitor Services Manager is absent.  Provides accurate information and quality customer service to Museum visitors; staff the Museum’s admissions desk and phone switchboard;  ensure a safe and secure Museum environment; facilitate event set-up, break-down, and management; and undertake light-custodial duties.

Event Management:

· Book rental and internal events

· Plan and execute event set up, break downs, and change overs

· Staff and oversee events at all venues when scheduled

· Manage the event venue calendars 

· Coordinate with internal and external groups on events at all venue locations

Administrative Responsibilities:

· Create and disseminate work orders, tour request forms, and supplemental information 

· Generate reports as assigned

· Develop or update documents associated with visitor services or special events as needed

· Help to streamline various processes and other procedures where possible

Tours Supplemental Management:

· Coordination of booked tours 

· Implementation of signs, set up, etc. 

Visitor Services Operations: 

· Creates a welcoming, friendly, and professional Museum environment. Serves as an advocate for Museum resources, programs, and services. 
· Responds to visitor questions and is a source of accurate and reliable information.  Communicates effectively and positively with Museum visitors, staff, volunteers, and others.
· Collects admissions fees; operate the Museums phone switchboard; deliver interoffice mail; and understands and applies protocols concerning retail operations, admissions fees, membership sales, and the handling of cash.
· Ensures a safe and secure Museum environment for visitors, staff, collections, and facilities. Follows established security systems and procedures including patrol, visitor oversight, fire and intrusion alarms, key and code distribution, monitoring security systems, and providing phone links to emergency services when necessary.
Other:

· Attend meetings as requested by supervisor/Director of Visitor Experience.

· Responsive to the needs of staff in the Museum building. Assists in the bookstore or gift shop for short periods of time upon request.
· Performs light-custodial and maintenance duties as needed.

· Completes projects as assigned independently and in a timely manner.

· Covers staffing breaks and is on call when working for all front desk and special event needs

Education and Experience Requirements:

· Bachelor’s degree in arts, hospitality, business or affiliated topic preferred 
· Proven interest in working within a museum environment required.

· Proven work experience in customer service, cash, and event management required. 
· Ability to work weekends (as scheduled) and some evenings

· Position contingent upon a satisfactory background check

· Experience with security systems and safety procedures preferred
· Certification in Basic First Aid and CPR preferred

Abilities, Skills, and Knowledge:
· Ability to handle physical activity, including bending, stooping, standing, sitting for extended periods of time, carry a minimum of 50 pounds, climb stairs, and perform other functions requiring mobility.

· Knowledge of Microsoft Office required.

· Excellent written and verbal communication skills required.  

· Ability to work with others in a collaborative team environment. 
· Strong diplomacy, conflict resolution and stress management skills.

· Aptitude for using security systems, radio, audio/video, and similar equipment

Work Schedule: 
· Work 35 hours per week plus occasional overtime during the weekdays, weekends and some evenings. Work primarily in the Museum Exhibits Building, but may have occasional duties on the MNA campus, including outdoors. 
To apply:  Send a cover letter and resume to Jill Thomas at employment@musnaz.org.  Email is the preferred method of application submission. If you are not able to submit your application via email, please call Jill at 928-774-5211, Ext. 203 to receive additional instructions for application submission.
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