
Imagine Museum 
Job Description 
 
Job Title: Museum Experience Associate 
Department: Retail & Visitor Services 
Reports To: Director of Retail & Visitor Services 
FLSA Status: Non-Exempt 
Employment Status: Part Time 
 

Imagine Museum's mission is to elevate contemporary American studio glass through 
research, education, and exhibitions. This new museum's core collection consists of 500 
pieces of American studio glass representing over 55 recognized artists who have created 
significant works of fine art in this medium since the early 1960s. The purpose of the 
museum and the collection is to Inspire, Educate and Uplift audiences of all ages and 
contribute momentum to the future of studio glass worldwide. 

Imagine Museum is located in St. Petersburg, Florida and opened in early 2018. 

Imagine Museum’s Museum Experience Associates Purpose: To promote a positive 
visitor experience while enforcing Museum procedures, ensuring that the visitors’ first and 
last impression of their experience at the Museum is a positive one.  

Job Brief:  

A Museum Experience Associate (MEA) provides excellent customer service while ensuring 
the safety of visitors, staff and art works. An MEA has good working knowledge of the 
Imagine Museum facilities, exhibitions, activities, and assists with ticket sales, visitor 
greeting and orientation, daily set up for public spaces and special events; maintains 
supplies of visitor materials; and responds to emergencies. An MEA will be cross-trained in 
customer service, ticket and retail store sales, safety and gallery procedures, and museum 
exhibitions. 

Responsibilities:  

• Visitor Access & Hospitality 
o Greet visitors, process ticket sales, follow museum protocols for data entry into 

POS and facilitate visitor access. 
o Promote positive visitor experiences at Imagine Museum events and programs. 
o Act as a service advocate to resolve visitor complaints/concerns to their 

satisfaction and the Museum’s. 



o Ensure all visitors receive an initial orientation to the Museum. Conduct 
orientations using narrative, inquiry, discussion, discovery and other interactive 
techniques. 

o Communicate with a variety of visitors with diverse interests and abilities in a 
manner that enhances their general understanding of art and the Museum. 

o Provide visitors with information, maintaining a courteous and helpful attitude at 
all times, having developed good working knowledge of the Imagine Museum 
facilities, exhibitions, and activities. 

o Attend and participate regularly in exhibition trainings and walkthroughs. 
o Assist with visitor evaluation, visitor tracking, and attendance studies following 

data entry protocols to achieve Museum goals for constituents and sales. 
o Oversee and promote onsite membership and processing for membership sales; 

promote Museum Retail store sales and onsite donations. 
o Keep galleries stocked with exhibition information and maintain interpretive 

stations; prepare lobby signs for special events; assist with bag check. 
o Assist with daily set-ups in public spaces and special event set-ups, including 

minimal A/V needs. 
o Coordinate advanced ticketing sales for programs and special events. 
o Sell Retail store merchandise by providing information about store products to 

interested buyers. 
o Ensure that the Retail store is always clean, organized and well maintained. 

• Security & Safety 
o Monitor activities within assigned post to prevent theft, vandalism, damage to 

works of art, or injury to visitors or staff. 
o Prevent unauthorized persons from touching, handling, moving, marking, 

defacing or tampering with any exhibit or damaging, in any way, the building, its 
contents or grounds. 

o Know and enforce Museum policies and immediately report critical incidents of 
violation or unusual activity or occurrences to appropriate personnel; submit 
minor occurrences on a daily incident report form. 

o Maintain gallery security at all times. 
o Oversee activity in assigned areas and immediately intervene and report 

discrepancies observed in regards to visitors, art objects, exhibitions, facilities, 
etc. 

o Communicate Museum policies and procedures in a positive manner. 
o Observe all entry points of the Museum to prevent unauthorized access. 
o Respond to medical emergencies and provide direction for guests and staff in 

case of fire or other emergencies requiring evacuation of Museum. 



 

 

• Required 
o Excellent interpersonal and communication skills 
o Highest level of customer service at all times 
o Listen actively to visitors, and be responsive to their needs and expectations; 
o Remain calm and maintain a positive demeanor in stressful circumstances and 

handle crowds 
o Exercise good judgment in the presence of Museum visitors and problem solve on 

the spot 
o Maintain a consistent professional manner in dealing with the public as well as with 

the Museum staff 
o Coordinate with multiple Museum departments and be flexible with last-minute 

changes 
o Take direction and follow through to achieve Museum goals 
o Experience in Customer Service 
o Dependability is a must 
o Evenings, Holidays, and Weekend work  

 
• Preferred 

o Bilingual skills  
o CPR Certified 
o Altru Experience 

 

Physical/Mental Demands and Environmental Setting  

While performing the responsibilities of this position, an employee is regularly required to 
sit; talk or hear, in person and by telephone; use hands to finger, handle, feel or operate 
standard office equipment; and reach with hands and arms. An employee is frequently 
required to walk and stand. Specific vision abilities required by this job include close vision 
and the ability to adjust focus to read and operate office equipment as necessary during the 
course of the work assignments. 

While performing the duties, employees are regularly required to use written and oral 
communication skills; read and interpret statistical data, information and documents; 
analyze and solve problems; use and apply reasoning and statistical concepts; observe and 
interpret people and situations; learn and apply new information or skills; perform highly 
detailed work on multiple, concurrent tasks; work under deadlines; and interact with staff, 
the public and others encountered in the course of work. The incumbent works under typical 
office conditions and the noise level is usually quiet. 



 

This is not necessarily an all-inclusive list of job-related responsibilities, duties, skills, efforts, 
requirements or working conditions. While this is intended to be an accurate reflection of the 
current job, management reserves the right to revise the job or to require that other or 
different tasks be performed as assigned. 

It is the policy of Imagine Museum to provide an environment free from harassment and/or 
discrimination in the treatment of individuals with respect to employment with the Museum. 
Consistent with this principle of inclusivity and applicable laws; Imagine Museum does not 
permit harassment and/or discrimination on the basis of race, color, national origin, religion, 
age, disability, marital or partnership status, sex, sexual orientation, gender identity, gender 
expression, genetic information, pregnancy, citizenship status, military service or discharge 
status, or any other classification protected by applicable federal, state, or local law. 

Imagine Museum is committed to maintaining a non-discriminatory environment. 

 


