Museum Assistant

SUMMARY:

Under general supervision, works in a museum and/or gallery assisting patrons and with displays.

DUTIES AND RESPONSIBILITIES:

1. Assist with opening and closing the museum.

2. Greet and assist museum visitors, including providing information on museum/gallery rules and exhibits.

3. Issue parking permits to visitors.

4. Keeps daily tally of visitors and records numbers.

5. Performs daily walk-through of museum to ascertain that everything is in proper order.

6. Provides coverage in the museum gift shop.

7. Runs errands to different UNM departments.

8. Helping set-up and take down exhibits.

9. General office duties.

10. Assist with opening receptions and other events.

11. Assist with the creation of press materials.

12. Other job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

Ability to work weekend and evening hours.

Ability to work with the public in a courteous manner.

Strong work ethic.

Basic math skills.

Experience in customer service preferred.

Knowledge of basic computer functions.

