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JOB DESCRIPTION
PUBLIC PROGRAMS & VISITOR SERVICES MANAGER

Position Description The Public Programs and Visitor Services Manager is responsible for overseeing the delivery of
exceptional guest services within the museum and public park, as well as developing and implementing innovative
public programming. They will work closely with the Executive Director, School & Community Programs Manager,
and Administrative Coordinator to ensure that daily operations and public events run smoothly and efficiently, and
that the museum’s diverse audiences are fully informed and engaged. This individual supervises part-time visitor
services staff, volunteer docents, part-time programming staff, and interns. The position reports directly to the
Executive Director.

Responsibilities
e Managing front of house tour and program operations, including ticketing systems, event
registrations, and the museum’s gift shop.
e Help facilitate a positive visitor experience and ensure that the museum and park are presented at their
best.

e Responsible for developing and facilitating public and adult educational initiatives at the Mansion,

creating a varied and innovative schedule of public programs.

e Serve as a critical member of the Mansion’s opening team by working closely with staff and
volunteers to uphold and exceed established safety protocols; stay abreast of evolving COVID-reated
best practices and industry trends.

Execute and book site rentals, including film shoots, weddings, and private events.

Ensure timely data entry and production of reports related to visitation, visitor feedback,, and sales.
Oversee museum’s public tour program, and train museum staff and volunteers on visitor services
tasks and tour delivery, as well as develop and deliver tours and educational content.

® Assist Administrative Coordinator with marketing and social media planning with input and
coordination with the museum team.

e Work with the museum team to assess and expand the interpretative and didactic content presented in
the museum, including expanding access to content.

e Engage museum patrons, significant stakeholders, the immediate neighborhood, and the broader

community to create a welcoming, inviting, and relevant educational environment.

Serve as Manager on Duty for the Visitor Services Department on days as assigned.

Ensure opening and closing procedures for mansion and park.

Assist with program facilitation, special events, digital initiatives, and other projects as assigned.

Qualifications
3-5 years of experience in a museum environment; bachelor’s degree preferred; excellent verbal and written
communication skills; time management and organizations skills; ability to speak Spanish a plus

Rate, Hours, and Schedule

The Public Programs and Visitor Services Manager position is a full-time exempt position (35 hours/week) with
occasional night and weekend hours required as directed by the museum’s schedule. This position is scheduled
on-site Tuesday - Saturday 9:00am - 5:00pm with some flex/remote hours available. The rate of pay is $54,000
annually. This position is eligible for all benefits, including health insurance, outlined in the Morris-Jumel
Mansion Employee Handbook.



