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Museum Mercantile Manager, Sheridan County Museum

REPORTS TO:
Curator of Museum Education
SUPERVISES:
Volunteers in conjunction with the Curator of Museum Education
Sheridan County Museum staff members are committed to providing friendly, courteous service to the public.  All work related tasks will be performed in a professional, competent manner.  The Museum Mercantile Manager is responsible for maintaining day to day retail and wholesale store operations, transacting sales for museum visitors, and providing information services regarding the store, the museum, and other historical activities and businesses in the area.  The Museum Mercantile Manager’s responsibilities include, but are not limited to, the following:
1.  Be a responsible member of the museum staff during the busy summer season, capable of being the only museum staff member on duty, usually with volunteers present, but occasionally alone.

2.  Handle museum openings and closings, including security procedures and audio/visual equipment.

3.  Be available for a 30 hour work week including some evenings and weekends from May through August.  Be available for a 10-20 hour work week September through April.  Be available, if at all possible, to staff the Mercantile for special events held at the Museum.
4.  Make initial orders for the Museum season in March and April in preparation for Mercantile/Museum opening on May 1st.  

5.  Understand the mission statement as it relates to Museum and Museum Mercantile inventory.  With guidance from Museum Director and Curator of Museum Education, select inventory which relates to museum exhibits and the local area.  

6.  Monitor sales, making necessary reorders of merchandise throughout the season.  Keep merchandise restocked on store shelves.  Creatively display merchandise. 

7.  Handle all record keeping for Museum Mercantile with QuickBooks Point of Sale software, and QuickBooks accounting software while working closely with Sheridan County Historical Society Treasurer.

8.  Handle all deposits and change requirements for Museum Mercantile.

9.  Perform front desk reception duty, greeting museum visitors, answering questions, and assisting in their enjoyment of the museum, playing videos on request, suggesting restaurants and other historic attractions, helping with directions, etc.  Display a pleasant demeanor and a "Customer First" attitude.

10.  Occasional light dusting, emptying trash cans, monitoring restroom supplies or other custodial duties under the direction of the Curator of Museum Education.
11.  Assist the Curator of Museum Education, as needed, with the training of volunteers.  

12.  Take and fill orders for museum store merchandise which come in by phone or from Sheridan County Historical Society and Museum website.  Package for shipping, print shipping labels, include invoices, etc.

13.  Collaborate with the Curator of Museum Education to develop and update the Mercantile pages on the Sheridan County Historical Society and Museum website.

14.  The Museum Mercantile Manager has no authority to enter into written or verbal contracts on behalf of the Sheridan County Historical Society or the Sheridan County Museum beyond those allowed within the accepted budget without prior approval of the board.

Qualifications:

1.  Must be 18 years or older.

2.  Ability to read and write effectively and to understand and follow written and verbal directions.

3.  High School graduate or equivalent.

4.  Previous retail experience helpful but not necessary. 

5.  Experience and knowledge of computers and related software running on Windows operating systems, including QuickBooks Point of Sale and QuickBooks accounting software, Word or WordPerfect word processing software, and simple graphics programs.  

6.  Ability to send and receive email with ability to handle attachments of files and photos.  Ability to use file transfer procedures with a jump/flash drive.

7.  Knowledge of basic local history and/or an interest and willingness to learning it.

Physical Requirements:

Stretching and bending are moves commonly made throughout the day by employees in this position.  The employee must have the ability to do the following activities, with or without reasonable accommodation: frequent lifting, carrying, transporting, loading and unloading of up to 35 lbs.

Salary: $10.00 per hour.  There are no benefits included with this position.

For inquiries, please contact Nathan Doerr at (307)675-1150 or at nathanschs@actaccess.net
Sheridan County Museum, 850 Sibley Circle, Sheridan, WY 82801 (307) 675-1150

