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Interpretative Coordinator, Tour Services
Job Description


Date:  February 2025
          





Status:  Non-Exempt

Reporting Supervisor:  Interpretative Manager, Tour Services
Position Overview:
The Tour Coordinator is a seasonal/part-time employee of Stan Hywet Hall & Gardens hired by the President & Executive Director upon the recommendation of the Engagement Director and Interpretative Manager, Tour Services.  The Interpretative Coordinator, Tour Services oversees the interpretive staff in the daily operation of house tours, garden tours, and public programming.  This person must be able to handle multiple tasks, well organized, and have good communication skills with the ability to relate to persons of all ages and diverse backgrounds.

Essential Duties and Responsibilities:
1.  Exhibit a professional attitude when working with the public, volunteers, and staff.
2.  Demonstrate and support a culture of diversity, equity, access, inclusion, and belonging.

3.  Assist the Interpretative Manager, Tour Services to develop goals and set priorities for Manor House interpretive services to visitors and users.

4.  Responsible for the day-to-day logistics of the Tour Department including overseeing the Manor House Interpreters and Manor Hosts.    
5.  Assist in the recruitment, training and appraisal of hosts/hostesses and interpreters following approved policies and procedures.
6.  Work in conjunction with all staff and volunteers to provide a positive visitor experience.
7.  Schedule necessary volunteers to conduct daily tours or to serve as greeters.
8.  Assist in the organization and supervision of activities in the Manor House including special events and public programs.
9.  Follow all museum opening and closing procedures for daily operations, special events, and public programs.  Procedures include rope and stanchion placement, opening/closing windows, and ensuring lights and alarms are on/off and operational.
10.  Must know Stan Hywet Hall & Gardens safety and security policies including being able to complete accident reports.  
11.  Ensure break room is clean and organized for volunteer and staff Interpreters.
12.  Track daily museum attendance, volunteer and staff scheduling in Tour Services Daily Log.  
13.  Communicate volunteer information to the Tour Services Manager including changes in contact information and resignations.
14.  Chart peak seasonal attendance and implement necessary scheduling plan.
15.  Participate in required public events.

16.  Other duties as assigned.
Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skills, and/or abilities required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1.  Above average organizational and computer skills along with good writing and communication skills are vital to the development and success of this position.
2.  Must have excellent human relation skills with the ability to interact with persons of all ages and of diverse backgrounds, skills and abilities.
3.  Should be adept at public speaking and motivating people.
Education and/or Experience:

1. Minimum of a high school diploma.

2. Previous experience with volunteers a plus.
3. CPR and basic first aid knowledge required, provided on-site.
Usual and Customary Expectations:
1.  Should expect to spend most of workday in an erect position.

2.  Should be able to operate standard computer keyboard.
3.  The ability to climb stairs 40-60% of the day.
4.  Ability to move over 20 pounds.
5.  Some non-traditional hours required.
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