LAKE COUNTY FOREST PRESERVE DISTRICT

MUSEUM OPERATIONS MANAGER
The Museum Operations Manager is responsible for the administration and management of day-to-day operations at the Dunn Museum. This work includes managing retail operations, general admissions/ticketing, customer service, coordinating Museum events, managing private events, and overseeing general care of and daily operations at the Dunn Museum.  Reports to Director of Education and supervises full-time, part-time employees and volunteers. 

ESSENTIAL FUNCTIONS

1. Manages Dunn Museum Visitor Services staff and volunteers including, recruitment, scheduling and supervision. Keeps employees informed of all pertinent District policies, procedures and programs.
2. Regularly inspects the museum and equipment to ensure safe conditions.  Enters ehelpdesk tickets and follows-up to ensure that repairs are completed in a timely manner. Works with Operations & Infrastructure Department to ensure maintenance of and improvements to Museum.
3. Manages retail store operations, maintains sales records, completes monetary transactions, purchases and stocks merchandise.  Completes monthly and year-end inventory reports.  Performs inventory control to monitor procurement and waste. 
4. Collects admission fees, oversees daily cash out procedures, and makes daily deposits.  Compiles daily attendance figures and prepares reports. Ensures compliance to District cash handling procedures. 
5. Recommends and facilitates purchasing of operational supplies and equipment.  Completes purchasing process according to established District policies and procedures. 
6. Prepares and monitors division budgets and processes accounting paperwork. 
7. Implements and enforces policies, procedures and regulations.  Makes recommendations to Director regarding policy and/or procedural changes.  
8. Ensures completion of monthly, quarterly and annual Visitor Services Division reports.
9. Receives and handles customer complaints/suggestions.  Informs Director of these complaints and suggestions.
10. Plans and coordinates staff and logistics for special events conducted on site.  Responsible for securing and supervising contractual agreements as related to special events.  Coordinates with other staff during the planning and promotion of events. 

11. Performs heavy lifting tasks up to 50 pounds.

12. Drives a motorized vehicle to travel to different locations. 
13. Performs tasks that will require walking, bending, stooping, standing, kneeling, climbing, reaching and sitting, and swimming. 

MARGINAL FUNCTIONS

1.          Manages or participates in department-wide and inter-departmental projects. 
2.          Represents the District in contacts with outside agencies, vendors, professional meetings and 
   community groups.

 QUALIFICATIONS

1. Bachelor’s degree in museum studies or other closely related field. 

2. Five years of work experience in a related field, three years of supervisory experience.
3. Knowledge relating to retail functions, including cash control, inventory control, and POS systems.
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4. Interpersonal skills, both oral and written, necessary to effectively manage staff and work with the public.            
5. Must possess good analytical skills, problem solving ability and judgment.
6. Ability to work independently with minimal supervision, setting priorities and producing desired results.
7. Must possess strong skills in conveying ideas and concepts in writing or orally.  Strong capabilities in coordinating the collective efforts of staff to meet the Museum goals and objectives, as well as the overall District mission.
8. Strong computer knowledge preferred, particularly in Microsoft office, POS and/or facility scheduling applications
9. Must possess a valid motor vehicle driver’s license.

PSYCHOLOGICAL CONSIDERATIONS

1. Must have the ability to meet deadlines and manage multiple tasks and initiatives simultaneously. 

2. Ability to deal calmly and fairly with conflict and questions.

3.
Must be available for calls outside of normal working hours in the event of emergency.

PHYSIOLOGICAL CONSIDERATION

1.
Ability to work evening and weekend hours.

2.
Ability to climb, stoop, bend, reach, walk, sit, kneel, or stand for long periods of time.

3.
Ability to lift up to 50 pounds.

COGNITIVE CONSIDERATIONS

1. Interpersonal and supervisory skills needed to interview, select, train, guide and motivate staff and develop trusting relationships.  

2. Ability to effectively present information orally and in writing,  

3. Must possess excellent interpersonal skills to communicate with all levels of employees, agency representatives, and the public.  

ENVIRONMENTAL CONDITIONS
1. Worker performs activities indoors.   Indoor environmental conditions including lighting, work surface height, work area and seating.
The above is intended to describe the general content of and requirements for the performance of this job. It is not intended to be construed as an exhaustive statement of duties, responsibilities or requirements.    
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