LAKE COUNTY FOREST PRESERVE DISTRICT
              VISITOR SERVICES COORDINATOR

The Visitor Services Coordinator is responsible for performing customer service duties for the Dunn Museum by greeting visitors, receiving telephone callers, relaying information and processing general admissions/ticketing.  Works with supervisor to manage museum store operations. Performs accounting assignments related to admissions, store sales and inventory.   Assists with District events, coordinating private events, and overseeing daily operations including staff related duties. This position reports to the Museum Operations Manager.  

ESSENTIAL FUNCTIONS
1. Represents the Forest Preserve District and Dunn Museum by presenting a professional and cordial first impression to the general public, business agents, staff and officials. Greets visitors, answers questions concerning a wide variety of general information about Museum activities. Handles customer concerns and requests for service. 
2. Answers telephone calls, routes detailed or complex inquires to appropriate staff, determines to whom call should be referred. Maintains public voicemail system for Dunn Museum. 

3. Coordinates the work of the Dunn Museum Visitor Services staff including scheduling, training.. Assigns staff tasks and project work. 
4. Operates retail store, online store fulfillment, maintains sales records, and completes monetary transactions.  Receives and stocks merchandise and monitors inventory levels.  Works with manager to complete monthly and year-end inventory reports.
5. Operates public announcement system for Museum. 
6. Collects fees, oversees daily cash out procedures, and makes daily deposits. Ensures compliance to District cash handling procedures.
7. Administers visitor/client evaluations and prepares monthly reports on results.
8. Maintains general appearance of the front end of the Museum and Galleries.
9. Re-stocks District printed materials for the public.  Ensures information is up to date and in its appropriate place.
10. Maintains museum related records retention schedule. 
11. Opens and/or closes all parts of the museum.
12. Serves as onsite staff during facility rentals and District programs. 
13. Monitors security of facility by monitoring cameras and periodically walking through the facility enforcing policies.
14. Executes emergency procedures, evaluates and facilitates appropriate procedure for cancelling trouble alarms for fire or security systems.
15. Ability to climb, stoop, bend, reach, walk, sit, kneel or stand for long periods of time.

16. Ability to lift up to 50 pounds. 
17. Ability to drive a motorized vehicle and to travel to different locations.
MARGINAL FUNCTIONS
1.
Cleans public spaces during open hours and events as necessary.        

2.
Assists with special rental and Museum related events conducted on site. Assists with
            implementation of the event including set-up and take down.

LAKE COUNTY FOREST PRESERVE DISTRICT

             VISITOR SERVICES COORDINATOR

QUALIFICATIONS
1.
High school diploma or equivalent.
2.
One year experience in a public reception related position.
3. 
Knowledge relating to museum operations and  retail functions, including cash control, inventory control, and POS systems
4.
General computer skills including using word processing and spreadsheet software and other general office equipment.
5.
Must possess valid driver’s license.
PSYCHOLOGICAL CONSIDERATIONS
1.
Ability to work independently and at times alone in a building. 

2.
Must be able to manage multiple tasks simultaneously.

PHYSIOLOGICAL CONSIDERATIONS
1.
Ability to climb, stoop, bend, reach, walk, sit, kneel or stand for long periods of time.
2.
Ability to work extra hours due to special programming, facility rental or extended hours, including weekends.
3.
Ability to lift up to 50 pounds.
4.
Ability to drive a motorized vehicle and to travel to different locations.
COGNITIVE CONSIDERATIONS
1.
Ability to perform basic math computations.
2.
Interpersonal skills necessary to maintain public image and the negotiation of unusual situations.
ENVIRONMENTAL CONSIDERATIONS
1.
Performs work on computer.  These conditions include 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 to be construed as an exhaustive statement of duties, responsibilities or requirements.
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