COLUMBIA MUSEUM OF ART JOB DESCRIPTION

Title: Lead Visitor Experience Associate
Reports to: Associate Director of Visitor Experience
Status: Part-time, non-exempt

Purpose: The primary foci of the Lead Visitor Experience Associate is to lead all visitor experience (VEX) staff by
example in a hands-on manner to ensure the museum is a welcoming place for all, to ensure that the VEX team
provides high-quality customer service to all museum visitors to encourage repeat visitation and community
participation, and to ensure the functional daily operations of the team.

Responsibilities:
e Daily operations of the VEX team. This includes the following:
o Ensure that all shifts are properly covered, including filling in at the welcome desk and galleries
when scheduled staff are unable.
o Coordinate check-in for CMA signature events and programming to include Arts & Draughts,
concerts, and the annual gala.
o Greet groups for public, docent-led, and self-guided tours to facilitate on-the-spot needs and to
address groups regarding visitor guidelines (in collaboration with additional VEX staff as needed).
o Ensure gallery incidents are properly reported, including sending incident report forms to the
curatorial department.
o Ensure all equipment for VEX staff, including tablets, radios, and laptops are charged and
updated.
o Model outstanding customer service and visitor-centric best practices and ensure all VEX staff do
the same. This includes the following:
= Assist with the continual training and supervision of VEX staff.
= Ensure that all public spaces are ready for the museum to open each day. This includes
proper signage and furniture placement, as well as galleries, Cross Hatch, and Coat
Closet.
=  Qrient and greet visitors and staff warmly and genuinely.
= Engage with guests about the art on view.
=  Facilitate daily ticket sales, membership sales, and program/event registration and
check-in.
=  Answer directional and informational questions about the museum and its offerings
while making suggestions for deeper engagement with the museum.
= Ensure emails to info@columbiamuseum.org or calls to the main CMA phone line are

processed efficiently.
=  Make suggestions for other ways visitors can explore downtown Columbia and
surrounding areas.
e Communicate potential or active problems to appropriate management and make suggestions for
improved visitor experience.
e Oversee and perform daily sales activities including cash management, end-of-day reports, and cash
reconciliation.
e Assist with developing daily art-centered activities to build community engagement, including
maintenance of The Cross Hatch.



e Assist with the collection and organization of visitor experience feedback (surveys, comment cards, etc.)
as assigned.
e  Occasionally assist with other duties as assigned.

Job Type: This is a part-time, 20-29 hours per week, non-exempt position. Starting at $18 per hour.

Knowledge and Experience: This position is the museum's first impression for visitors, guests, members, trustees,
etc. Applicants need to be extremely positive, professional, enthusiastic, outgoing, and friendly. Applicants should
be able to multitask with confidence and have the flexibility to adapt to situations as they arise. Attention to detail
and a commitment to the mission and vision of the museum are essential. Applicant must be professional in
appearance, responsible, flexible, and punctual as this position is critical to daily museum operations. Confidence
with various computer systems and customer service experience is a must. Applicants should be committed to a
thriving arts community that is welcoming to all and be a champion of diversity and inclusion.

Skills and Abilities: Be a positive employee and an advocate for the museum, interacting courteously and
respectfully with others, internally and externally. Should have passion for the job and the museum and is creative,
innovative, agile, and flexible. A highly motivated team player who is enthusiastic and proactive, and who thrives in
a fast-paced environment. Possesses a strong sense of urgency, priority, and follow-through. Can work
independently, anticipate needs, and manage multiple tasks and assignments simultaneously. Ability to work
collegially with other staff and partner across departments to achieve common objectives. Discretion and sound
judgment are required. Maintains the highest professional and ethical standards.



