HANCOCK SHAKER VILLAGE INC.

POSITION DESCRIPTION

VISITOR SERVICES

(Admission/Museum Store)

Description:
Customer service oriented person to greet Hancock Shaker Village visitors.  Enter visitor information in system along with discount and other information as needed.    Assisting Museum Store customers with questions and purchases. Maintaining a pleasant, clean and well stocked area.  Part-time seasonal position, weekends are a must.  

Reports to:
Museum Store Manager/Assistant Director of Finance
Required:
Must be customer service oriented and work well with people. Working knowledge of computers and familiarity with Hancock Shaker Village helpful.  Must keep a neat and clean appearance. Must be able to stand for long periods of time and be able to handle large groups of people.  

Job Responsibilities:

· Attend to customers requests and needs
· Check in visitors and sell tickets

· Keep admission and museum store area clean

· Answer phone at ticket desk 

· Develop and maintain knowledge of Shaker history

· Cashier and wrap purchases

· Clean and stock shelves

· Packaging and Shipping
· Carry out daily duties assigned 

· Develop and maintain knowledge of Museum Store products

· Develop and maintain knowledge of Shaker history
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