
POSITION DESCRIPTION 

Galena – Jo Daviess County Historical Society  
Position Title: Visitor Services  

Location: Galena History Museum and Other Locations as Assigned  

Reports To: Retail Sites Director  

Status: Part-time; Hourly  

 

SUMMARY: This position is responsible for daily operations of the Galena Historical Society 

sites including the Galena & U.S. Grant Museum. The job includes managing admissions to the 

Museum and selling retail items. 

 

APPOINTMENT AND SUPERVISION: This position is appointed by and works under the 

general supervision of the Retail Manager. 

 

DUTIES AND RESPONSIBILITIES include the following:  

 Greet and welcome visitors at the Museum in an engaging manner.  

 Be knowledgeable of the Museum’s exhibits and collection artifacts, and be able to 

interpret the historical significance of the Galena area story. Encourage Museum ticket 

and retail sales.  

 Responsible for opening and closing on days/hours pre-determined by the Retail 

Manager. Often works alone, including weekends and holidays.  

 Be knowledgeable of the security alarm system(s) and how to arm/disarm and 

troubleshoot the system(s).  

 Record and report daily activities. Compile a daily detailed written financial report of 

revenues from admissions and gift shop sales for the Museum. Track number of visitors.  

 Reconcile the cash register, including daily startup and closeout. Be knowledgeable of the 

electronic credit card processing system.  

 Facilitate sale of gift shop merchandise. Keep current with merchandise inventory and 

prices to knowledgably assist shoppers. 

 Maintain the gift shop inventory, making recommendations of items to purchase to the 

Retail Manager. Price and shelve new merchandise as directed by the Retail Manager.  

 Assist in annual inventory of gift shop merchandise as directed.  

 Be knowledgeable of the telephone systems. Field calls and record messages at the 

Museum when the administration staff is not available.  

 Maintain the sites in an attractive manner, ensuring orderliness and cleanliness of all 

public areas. Be able to follow a daily cleaning schedule. Monitor janitorial supplies.  

 Set out trash for pickup on appropriate days, and recycling on appropriate weeks.  

 Achieve and maintain knowledge of Historical Society facilities/events and services 

available in the county and tri-state area, so as to answer visitor questions about the 

general destination.  

 Perform other assignments within the scope of the overall mission of the Galena – Jo 

Daviess County Historical Society, as directed by the Retail Sites Director.  

 

QUALIFICATIONS: Possession of a high school diploma, interest in local history, plus 

experience in retail sales and/or customer service is desirable.  

 



NECESSARY KNOWLEDGE, SKILLS AND ABILITIES: Visitor Services personnel must 

have an understanding of a retail sales environment, including handling of cash and credit cards. 

Basic computer and technology skills are necessary. Excellent customer service and a general 

knowledge of the Galena area history are required.  

 

Visitor Services employees will act in the best interest of the Society. This includes maintaining 

confidentiality, adapting one’s schedule as events suggest, and presenting a professional persona.  

 

PHYSICAL DEMANDS: While performing the duties and responsibilities of this position, the 

employee is frequently required to stand, walk, bend, talk, listen, see and hear. The employee 

must occasionally lift and/or move heavy items.  

 

WORK ENVIRONMENT: While performing the duties of this job, the employee usually 

works indoors, in a climate controlled environment. The Museum’s two-story facility requires 

the ability to negotiate stairs. 


