COLUMBIA MUSEUM OF ART
JOB DESCRIPTION

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

Purpose: The primary focus of the visitor experience (VEX) associate is to ensure the museum is a
welcoming and safe environment for all by providing high-quality customer service to all museum
visitors and staff members.

Primary Responsibilities:

e Consistently demonstrate a high level of customer service, including being friendly, tactful,
courteous, and knowledgeable.

e Orient and greet visitors and staff warmly and genuinely.

e Ensure that the welcome desk, merchandise kiosks, coat closet, The Cross Hatch, galleries, and
lobby are visitor-ready during public hours.

e Provide visitors with information about the CMA collection, artists, and exhibitions on view.

e Communicate potential or active problems to appropriate management and make suggestions
for improved visitor experience.

e Answer directional and informational questions about the museum and its offerings while
making suggestions for deeper engagement with the museum.

e Make suggestions for other ways visitors can explore downtown Columbia and surrounding
areas.

e Be prepared to personalize connections for guests through one-on-one or group conversations.

e Maintain proficiency in Salesforce and Acme and its visitor service functions including daily
ticket sales, membership sales, and program/event registration and check-in.

e Maintain proficiency in Basecamp and its project and communication management.

e Attend and participate in monthly/quarterly meetings and training classes about art and CMA
procedures as required.

e Assist with the collection and organization of visitor experience feedback (surveys, comment
cards, etc.)

e Occasionally work special events. (opening receptions, Arts & Draughts, CMA Gala, rentals, etc.)

e Assist with other duties occasionally as assigned.

Gallery Responsibilities:

e Assist and interact with all guests and staff members to facilitate a positive museum experience
and ensure orderly and efficient operations in the CMA galleries.

e Courteously enforce gallery rules.

e Remain alert while guests are present in the galleries.

e Respond quickly and document incidents related to visitors or works of art.

Welcome Desk Responsibilities:

e Facilitate daily ticket sales, membership sales, and program/event registration and check-in.
e Ensure emails to info@columbiamuseum.org and calls to the main CMA phone line are
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processed efficiently.

e Remain alert and monitor the lobby.

e  Assist with administrative tasks from other departments as needed and without compromising
visitor experience.

Additional Opportunities:
e Interested Visitor Experience Associates may be considered for additional training to assist with,
facilitate and/or lead school tours.
o Participation is optional and not a standard expectation of the role.
o Opportunities are based on interest, demonstrated readiness, and approval from the
Associate Director of Visitor Experience and the Curator of Education.

Knowledge and Experience: This position is the museum's first impression for visitors, guests, members,
trustees, etc. Applicants need to be positive, professional, enthusiastic, outgoing, and friendly. Applicants
should be able to multi-task with confidence, have the flexibility to adapt to situations as they arise, and
demonstrate a team-orientated attitude. Attention to detail and a commitment to the mission and vision
of the museum are essential. Applicants must be professional in appearance, responsible, flexible, and
punctual, as this position is critical to daily museum operations. Confidence with various computer
systems is a must, and customer service experience is a plus.

Skills and Abilities: Be a positive employee and an advocate for the museum, interacting courteously
and respectfully with others, internally and externally. Should have a passion for the job and the
museum, and isreative, innovative, agile, and flexible. A highly motivated team player who is enthusiastic
and proactive and who thrives in a dynamic work 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. Strict adherence to dress
code and personal appearance decorum. Maintains the highest professional and ethical standards. High
school diploma or equivalent.

Job Type: This is a part-time hourly, non-exempt from over-time position. Starting at $12.00 per hour,
moving to $15.00 per hour upon a successful 90-day review.



