VERO BEACH MUSEUM OF ART
JOB DESCRIPTION

PART-TIME MUSEUM STORE ASSISTANT

The Part-time Museum Store Assistant has primary responsibility for covering duties of running the Museum Store for approximately 2½ days (usually Friday, Saturday, and Sunday) on alternate weekends, and should be flexible and willing to work other hours if needed. The main focus will be to process all sales with help from volunteers and maintain an orderly sales floor. This Museum Store Assistant will also serve as an ambassador for the museum, greeting guests and answering questions about the museum and store products. 
Responsibilities:
· Processing daily sales transactions, interacting with customers, restocking, and maintaining a safe and clean store environment, and assist the store manager with inventory controls.
· Set up a cash register for each shift and complete payment transactions.

· Helps to train and assist store volunteers by reviewing products and sales training materials.

· Restock sales merchandise as needed.

· Promotes new sales by demonstrating merchandise and products to customers.

· Assist with the receiving of new merchandise into Altru, ticketing, and display.

· Maintains quality service by establishing and enforcing organization standards.

· Contributes to team effort by accomplishing related results as needed.

· Daily housekeeping such as light dusting, straighten merchandise, neaten cash wrap area, restock bags, and tissue paper as needed.

·  Answer phone for Museum Store. 
Functional Relationships
· Reports to Museum Store Manager, and works with Museum Store volunteers.  This position is part-time hourly 
Qualifications:
· Bachelor’s Degree preferred, or equivalent experience and education
· 1-2 years of retail experience; or equivalent sales/consumer service experience

· Solid verbal and written communication skills

· Ability to work well with others and in a team environment

· Familiarity with POS (point-of-sale) system for cash receipts and sales.

The Vero Beach Museum of Art is an Equal Opportunity Employer and does not discriminate based on sex, race, religion, age, handicap or national origin.
If you or anyone you know is interested in this position, please contact Bonnie Wetherell at bwetherell@vbmuseum.org
