Job Description

For

Museum Greeter
Basic Function:

Reporting to the volunteer coordinator, the Museum Greeter performs a variety of functions in dealing with guest relations. This includes greeting our guests, answering basic questions relating to museum functions and events, keeping accurate attendance records of daily guest visits, and answering museums information line.
Characteristic Duties and Responsibilities:
o Perform as a greeter at the museums main desk welcoming everyone during daily operations and special events .

o Act as a receptionist for museums information phone. 
o Keep accurate records of museums attendance.

o Answer basic questions about the museums daily functions or special events.
Required qualification:

Applicant has to possess strong communication and people skills, must have the ability to interact effectively with staff and all of our guests in a friendly manner. Have the ability to do basic accounting for guest numbers. Be able to work a business phone and transfer calls. Be able to direct guest to appropriate people and places within the museum. 
