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Job Title: 		Visitor Experience Coordinator
[bookmark: _heading=h.gjdgxs]Department: 		Administration/Protection Services 
Classification: 	Non-Exempt, Hourly; Full Time (Tue-Sat/some evenings)
Reports to: 		Assistant Manager of Visitor Experience 
Date:   		July 2026

Position Summary 
The Visitor Experience Coordinator ensures that the visitor experience is welcoming, inspiring, and engaging. Stationed primarily at the Museum’s welcome desk, this position greets and engages visitors in a positive and helpful manner that promotes a culture of inclusion and learning for both our visitors and the institution. They also seek to continually improve the visitor experience through gathering, evaluating, and reporting visitor-related data and collaborating with other departments to support an outstanding Museum experience. 

This position also works closely with the Marketing/Communications and Advancement departments, serving as a front-line ambassador for museum membership and other Advancement initiatives. This includes promoting membership benefits to visitors, and ensuring visitor and membership data is captured and shared accurately to support institutional development goals.

Major Responsibilities
Visitor Engagement
· Serves as the welcoming public face of the Museum and primary point of contact for visitors—greeting, orienting, and managing the welcome/check-in process and any parking validation issues, including collecting zip codes, emails, and membership status
· Answers questions and accurately communicates information related to Museum history, the collection, contemporary art, exhibition content, events and programs, membership, the Museum Shop, and Museum restaurant 
· Ensures the welcome desk and Engagement Space are clean, organized, and clearly signed
· Ensures visitors have access to materials regarding Learning & Engagement events and programs, and implements membership or related initiatives on behalf of the Advancement department
· Informs volunteers and Museum protection officers, or appropriate staff, of daily Museum calendar activities and/or updates
· Attends regularly scheduled staff and department meetings, exhibition-related docent meetings, and relevant programs to maintain awareness of all Museum activities
· Identifies ways to continually enhance the visitor experience and systems and processes
· Maintains knowledge of site safety and emergency procedures
· Assists with transitioning from general public hours to Museum or private events
· Other duties as assigned

Volunteer Support
· Works with Learning & Engagement to train Museum Engagement Volunteers (MEVs) 
· Coordinates and supervises MEVs stationed at the welcome desk 
· Welcomes and orients Museum docents and arriving groups; communicates any exhibition changes or onsite programs/events impacting tours


Visitor Experience Measurement and Data Collection 
· Implements electronic and face-to-face visitor surveys; gathers, processes, and stores survey results, measuring visitor experience satisfaction, comments, and questions
· Fields and/or directs visitor comments with care; elicits feedback, captures impact, and gathers suggestions for improvements; compiles findings and shares them with relevant staff/administration
· Participates in long-range planning, collecting data and sharing results to contribute to institutional learning and growth
· Enters captured museum visitor names/emails into institution’s database, currently Bloomerang.

Key Competencies

Customer Service: An outgoing and welcoming personality; exercises sound judgment and diplomacy in all interactions with visitors, volunteers and staff; responds promptly to requests for service and assistance, meets commitments and manages challenging visitor situations in a positive, professional manner; ability to motivate volunteers and foster a positive work environment.
Inclusion: Including and integrating all people and groups; respecting people from all backgrounds and cultures; understanding, accepting, and valuing differences between people. 
Planning/Organizing: Plans work activities around primary goal of enhancing visitor and volunteer experiences and creating a welcoming culture of inclusion; uses time efficiently, communicates departmental needs to supervisor, sets goals and objectives; strong organization skills and proficient use of software, web browsers, and phone applications

Communication: Communicates clearly in positive or negative situations, listens and gets clarification, responds well to questions and demonstrates presentation skills; adapts communication style to intended audience

Technical Skills: Assesses own strengths and weaknesses, pursues training opportunities, continuously builds knowledge and skills, shares expertise with others, willingness to try new things and be open to new ideas.

Job Specifications
· Associate or bachelor’s degree preferred (relevant experience will be considered in lieu of degree) with at least 3 years of professional experience in customer service and/or administrative roles, experience in cultural institutions a plus
· Ability to navigate high-pressure situations
· Ability to work weekends and evenings as needed
· Ability to work independently and in a team environment
· Proficiency in and/or knowledge of surveying and data collection practices, online ticketing platforms, macOS and Microsoft Office Suite, including Excel
· Spanish-speaking desirable
· Physical Requirements
· Stand/Walk: The ability to remain on one's feet in an upright position at a workstation without moving about. The ability to move about on foot.
· Sit: The ability to remain in a normal seated position.
· Talk: The ability to express or exchange ideas accurately, loudly, or quickly by means of the spoken word, imparting information or detailed instructions to clients, to the public, or to other workers.
· Handle/Feel: The ability to seize, hold, grasp, turn, or otherwise work with hand or hands. The ability to perceive attributes of objects and materials such as size, shape, temperature, or texture, by touching with skin, particularly fingertips.
· Stoop: The ability to bend the body downward and forward by bending spine at the waist; requires full use of the lower extremities and back muscles.
· Reach with hands and arms: The ability to extend the hands and arms in any direction.
· Lifts Weight and Exerts Force: Lifts weight up to 40 lbs or exerts force by lifting, lowering, pulling, carrying, pushing, slapping, striking, kicking, or jerking.
· Vision: The ability to see clearly at 20 inches or less and 20 feet or more. The ability to observe an area that can be seen up and down or to the left and right while eyes remain fixed on a given point. Three-dimensional vision, the ability to judge distances and spatial relationships to see objects where and as they actually are. The ability to adjust the eye to bring an object into sharp focus. This is required when doing close work at varying distances from the eye.
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