STATEN ISLAND

About the Position

The Visitor Experience Associate (VEA) handles all front desk functions with additional
duties as requested. Reporting to the Visitor Experience Coordinator, the Visitor Experience
Associate is responsible for creating a welcoming experience for all guests. Operating as a
brand ambassador and representing the museum by employing exemplary customer service
practices, the VEA's primary responsibilitiesinclude: processingadmissions, answering the
main telephone line, offering basic exhibit interpretation, providing concierge services,
selling museum memberships, museum store merchandise and, supporting museum events.
This position is part-time with a regular shift schedule and the possibility of additional hours
as needed.

Visitor Experience Associate (part-time, hourly)

About the Staten Island Museum

Foundedin 1881, the Staten Island Museum engages visitors with interdisciplinary exhibitions,
public programs, and educational activities forallages. Itis the mission ofthe Staten/sland
Museum to spark curiosityand generate meaningful shared experiences throughnatural science,
art, and history to deepenunderstanding of ourenvironment, ourselves, andeachother.

Responsibilities Include but not limited to the following:

e Handlealldaily cashierfunctionsaccuratelyincluding ticket salesfor general
admissions and programs gift shop sales and memberships.

e Facilitatedaily operations of the Museum Store: maintain a customer friendly
appearance, replenish stock regularly, label new stock for clarity in pricing, maintain
inventory storage and promote salesand special offers. Assistin reconciliation of
Museum Storeinventory.

e Communicatewiththepublicaboutthe museum’sexhibitsand programs,local
cultural points of interest, and access to the Museum staff.

e Conductaccuratedaily cashreconciliationincluding sales, admissions,
membershipsand special programs for submission to the Finance Department.

e (Capture, record, and interpret visitor data in written form and through keyboard data
entry.

UtiIiZeAItru,the museum’s pointof sale(POS)software. Trainingprovided.
Maintainaclean, welcomingandprofessionalfrontdeskenvironment.
Provideancillarysupportforthe museum’sEducation Department duringclasstrips and
support public programs

Knowledge and Skills

Self-starter/ self-directed: ableto takeinitiative and multi-task
Excellentverbalandwrittencommunicationskills

Excellent problemsolvingskills

Work cooperativelywithinasmall, creative teamenvironment

Proficiency in MS Office environment: Word, Excel, Outlook, and PowerPoint
Adobe Suite (Photoshop, InDesign, etc.) experience helpful

Point of Sale experience a plus-training provided on museum’s platform
Bilingual abilities desirable
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Qualifications

e Minimumoftwoyearsofcustomerservice experience
e Basicofficeskillsincludingcomputer, fax, copy machinesand telephone skills
e Professional references required

Physical Demands

e Walking, standing
e Mayrequiresomelifting-upto25lbs

Schedule

Thispart-time position offers shiftstwo daysaweek, currentlyon Wednesdaysand
Saturdays from10:30am-5:00(up to5:30pm). One fullweekend dayisrequiredforthis
position. There may also be additional hours available for evening and weekend events or
substitute coverage. Flexibility is needed.

Compensation:
S21perhour. Eligibleforpaidsickleave.

Additional perks:
e Freeonsite parking
e Accesstoprofessionaldevelopment growth opportunities
e SIMstaffreceive complimentaryadmissionto participating NYC museums

To Apply

Please submit cover letter and resume to apply@statenislandmuseum.org with subject
line: Visitor Experience Associate-[yourlastname, firstname]. Nophone calls please.
Applications andinterviews will be on arolling basis and accepted until the position is filled.

TheStatenlslandMuseumisanEqual OpportunityEmployer. Researchshowsthatwomen
and peoplefromunderrepresented groups oftenapply tojobsonlyif theymeet 100% of the
qualifications. Ifyoubelieveyoumeet most of thequalifications, we strongly encourageyou

to apply.

Seewww.statenislandmuseum.org formoreinformationaboutthe museum.

Updated September 2026



