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MEMBER SERVICES REPRESENTATIVE
PART-TIME POSITION
The Member Services Representative is the first point of contact to visitors to the Museum and provides information about current exhibitions, educational programs, events and memberships as well as answers any questions to assist guests throughout their visit. This position requires excellent customer relations experience and the ability to multi task under pressure.

Responsibilities:
Administration

· Greet, assist and direct Museum members and visitors to the exhibitions, current and upcoming

· Answer multi-line telephone system and respond to Museum’s general voice mail messages
· Sell admission, educational programs, adult public programs, events and membership through the Altru software system

· Be familiar will all levels of Museum membership

· Stay current with weekly and daily events being hosted

· Maintain a solid understanding of the Museum’s policies, procedures, educational practices and ideologies
· Review daily newspaper and distribute obituaries with any articles to the Volunteer Assistant; and circulate Museum press articles to the Marketing team
· Process outgoing mail; distribute incoming mail; FedEx and UPS shipping; Inform relevant departments about deliveries received 
· Assist with other clerical duties deemed appropriate by the Director of Marketing and Communications and/or Executive Director
· Keep area around the Visitor Services desk presentable 

· Notify appropriate team member if additional materials need to be replenished in rack
Functional Relationships:

Reports directly to the Director of Marketing and Communications. Works closely with the Development team, and all Museum departments and staff.  This position is classified as non-exempt.
Qualifications:
High School diploma with three to five (3-5) years of experience in customer service; knowledge of multi-line telephone and various computer programs (specific training will be given); knowledge of professional office practices; good communication and organizational skills and ability to work with others in a fast paced environment

Training and support will be provided for all aspects of the job.

The Vero Beach Museum of Art is an Equal Opportunity Employer, and does not discriminate on the basis of sex, race, religion, age, handicap or national origin.

If you or anyone you know is interested in this position, please contact Bonnie Wetherell at 231-0707 ext. 112 or bwetherell@verobeachmuseum.org
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