
 

 

 

 

 

 

 

 

Job Summary: The Guest Experience Manager (GEM) is responsible for implementing the Museum of 

Discovery’s educational mission and oversees the development and implementation of an ever-changing array 

of experiences and will manage the activities and traffic flow in each of the museum galleries to create a 

positive guest experience. As a representative of the Museum, premium customer service is always required 

when interacting with guests. The GEM is responsible for recruiting, training, and supervising the guest 

experience staff and volunteers. The GEM’s schedule is dependent on seasonal workloads and must be 

available to work weekends and evenings; the typical schedule is Wednesday through Sunday.  

 

Department:  Education Department 

Reports to:  Chief Education Officer 

Education:  Bachelor’s Degree is preferred. 

Preferred Experience:  The ideal candidate will have a minimum of three years of experience in a customer 

service role, with at least one-year supervisory experience. Volunteer program management preferred. 

 

Workplace Values: 

We are looking for employees who exemplify our company values: 

-Imagination – We are dedicated to providing an experience that fosters imagination and ignites passion. 

-Growth – We are passionate about training our employees and recognizing the uniqueness of everyone. 

-Neighborly – We strive for positive relationships, where everyone does their part to make them successful. 

-Integrity – We adhere to the highest moral and ethical standards in all that we say and do. 

-Teamwork – We are a diverse but unified team, working together to achieve excellence in all that we do. 

-Embracing Change – We are always open to new ways to improve employee engagement. 

 

Special Skills and Personal Attributes: 

● Proven ability to manage a diverse staff with a team approach. 

● Energetic, dependable, and personable; enjoys working with children and adults. 

● Leads by example, is approachable by staff, and able to work as part of a team. 

● Ability to collaborate effectively. 

● Ability to balance shifting priorities in a dynamic, fast paced, and ever-changing environment. 

● Strong organizational skills and ability to manage multiple tasks simultaneously. 

● Strong written and verbal communication skills with emphasis on interacting with diverse audiences in  

an engaging and compelling fashion. 

● Strong attention to detail. 

● Independent, self-directed learner with a strong curiosity and passion for learning, with an excitement 

for new challenges. 

● Proficient in the use of Google Documents and Microsoft Office applications. 

● Valid driver’s license, current auto insurance, and reliable personal transportation required. 

 

Job Responsibilities 

● Manage the guest experience team consisting of full-time, part-time educators, and volunteers through 

hands-on supervision and actively facilitating guest experiences alongside the team. 
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● Ensure proper staff coverage and execution of daily programs, activities, and/or experiences. 

● Provide visionary leadership in the development of robust guest experiences. Instill a passion for 

powerful guest experiences in team members. 

● Establish and document systems to help with hiring, training, scheduling, evaluating, and 

communicating; updates systems as needed. 

● Create and execute a consistent training plan that includes facilitation techniques, customer service, 

emergency procedures and inclusion strategies. Plans and facilitates ongoing team professional  

development and maintains training records. 

● Develop and execute an evaluation plan and assessment tools for educators, interns, and volunteers 

that includes coaching and regular recognition. 

● Establish and implement evaluation procedures to gauge the effectiveness and impact of guest  

engagement strategies. 

● Empower team to adjust levels of guest engagement techniques based upon visitation levels and  

audience make up. 

● Develop and implement guest engagement strategies to reach a diverse and wide range of guests. 

● Work collaboratively with the education team, Program Director, and community partners to develop 

and staff innovative and engaging guest experiences through events and programs. 

● Collaborate with Chief Development Officer to identify opportunities to provide value added 

experiences for members. Provide accurate and timely volunteer data for possible funding and 

volunteer-requested reports. 

● Communicate all value-added experiences, activities, and programs to the Chief Marketing Officer to  

assist with promotion and share stories of impact. 

● In collaboration with the Chief Education Officer and Program Director, establish and update a 3-5 

year plan for ensuring active, vibrant guest experiences. 

● Ensure safety procedures are always followed.   

● Develop and implement income generating experiences such as birthday parties and programs that  

help increase attendance. 

● Maintain written documentation of procedures, safety protocol, training records, schedules, coaching,  

evaluations, and program content and make available to education team and administration. 

● Maintain and grow volunteer base through outreach to individuals, community-based organizations 

and groups, colleges/universities, and corporations as needed. 

● Work closely with all program and department managers to periodically assess needs for volunteer 

expertise and level of volunteer assistance. 

● Manage comprehensive orientation process for new staff, interns, and volunteers. 

● Engage with existing volunteers daily and provide feedback and additional guidance as needed. 

● Respond to internship requests; assess interests/skills of interns and match with appropriate staff or 

projects. 

 

The responsibilities listed above are intended only as illustrations of the various types of work that may be 

performed. The omission of specific statements of duties does not exclude them from the position if the work is 

similar, related, or a logical assignment to the position. The Museum of Discovery reserves the right to revise 

or change position duties and responsibilities as necessary to accommodate changing organizational needs. 

Please send your resume, a cover letter and three references to 

pgay@museumofdiscovery.org or by mail to: (no phone calls please) 

Pody Gay 

Museum of Discovery 

500 President Clinton Avenue, Suite 150 

Little Rock, AR 72201 

mailto:pgay@museumofdiscovery.org

