COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
MANAGER, MEMBERSHIP/VISITORS SERVICES, APPLETON MUSEUM OF ART
PAY GRADE:


P-8
OVERTIME STATUS:

NON EXEMPT

MAJOR RESPONSIBILITY:
Responsible for managing the membership program and maintaining the appropriate data base.  Responsible for management of the visitors services area including museum admissions, membership sales and facility rentals.  Responsible for supervision of visitor services staff and the Volunteer Coordinator. 
PREREQUISITES FOR POSITION (Qualification Standards):

1. Education or training: BS/BA in Business Administration or related field is required. Up to two years of relevant experience may be substituted for two years of education.
2. Years of experience in field:  Five years experience in membership and activities; customer service is preferred.    
3. Special skills or abilities related to field: Knowledge of membership techniques and practices.  Skills in the operation of membership campaigns.  Knowledge of customer service practices and sales.  Ability to motivate and organize volunteers and part-time staff to provide excellent customer relations.  Ability to administer donor and membership data base.  Skills in customer and member services and troubleshooting problems with each.
ESSENTIAL JOB FUNCTIONS:

1. Upgrade and renew current members.

2. Increase new members and member retention.

3. Serve as principal staff liaison to Museum members. 
4. Generate membership materials and reports. 
5. Work with Development Officer to evaluate and update members’ benefits. 
6. Administer membership benefits and acknowledgments. 
7. Maintains data base to include current and former membership giving records.
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ESSENTIAL JOB FUNCTIONS (Continued):
8. Maintains data base to include current and former membership giving records.
9. Manage Visitors Services and admissions for the museum, including part-time staff scheduling.
10. Oversee the Volunteer Coordinator.

11. Perform all aspects of admissions procedures and ticket sales for the museum, including front-line cash receipts and control; trouble-shoot admissions and museum store computer operations.

12. Prepare daily, weekly and monthly visitor reports

13. Prepare rental agreements, schedule and staff rental events.

14. Ability to work weekends and evenings.
(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS: 
· Acceptable eyesight (with or without correction).
· Acceptable hearing (with or without hearing aid).  
· Ability to communicate effectively both orally and in writing. 
· Ability to access input and retrieve information from a computer. 
· Walking

· Standing

· Sitting 

ENVIRONMENTAL CONDITIONS:
· Works in an office environment. 
· Works in the museum store and at the front desk.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.) 

PRIMARY LOCATION OF JOB: 
Appleton Museum of Art 

SUPERVISOR OF POSITION:

Development Officer 
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