City of Villa Rica 		Class Specifications

[bookmark: _GoBack]Job Title:  Historic Preservation Coordinator 

Job Summary: The purpose of this position is to ensure that visitors have an enjoyable and informative experience at the City museum. 

Major Duties:
· Ensures that visitors receive a friendly welcome to the Museum;
· Conducts tours of the museum; to assist in the interpretation of museum collections and exhibits to the public;
· Collects entrance fees from guest and performs cashier duties;
· Assists with museum maintenance activities as necessary; 
· Performs other related duties as assigned.

Knowledge Required by the Position:
· Knowledge of museum practices and methods; 
· Knowledge basic mathematics related to cashiering and changing money; basic interpersonal communication skills; 
· Ability to operate cash register; 
· Ability to establish and maintain effective working relationships with employees, young people and adults; 
· Ability to make public presentations regarding historical information; 
· Ability to provide excellent customer service to guest; 
· Ability to communicate effectively, verbally and in writing.

Supervisory Controls:  The Museum Manager assigns work in terms of general instructions.    
		
Guidelines:  Guidelines include departmental and program policies and procedures.  

Complexity:  The work consists of a customer service and clerical tasks. 

Scope and Effect: The purpose of this position is to assist with museum functions to ensure that visitors have an enjoyable and informative experience.

Personal Contacts: Contacts are typically with co-workers, vendors and the general public. 

Purpose of Contacts: Contacts are typically accessed to give and exchange information and provide services.

Physical Demands: The work is performed both indoors and outdoors. The employee may be required to walk, jump and lift heavy objects.

Work Environment:  The work is typically performed in a museum setting.

Supervisory and Management Responsibility:  None. 
Job Title:  Museum Coordinator (continued)

Minimum Qualifications:
High School diploma or equivalent; one (1) year customer service experience required; equivalent combination of education and experience.

