Happy Hours Museum

Volunteer task descriptions 

To be discussed with the applicant volunteer at the time of interview

VOLUNTEERS COORDINATOR
Tasks: Overall volunteer coordination and supervision including

a) Prepare rosters

b) Ensure volunteers fulfill rostered duties

c) Deal with incidents and complaints

d) Report to the Director on a regular basis

e) Seek volunteers as required through local volunteering outlets and other means

f) Ensure all new volunteers receive Museum documentation including Volunteers Policy and Operations Manual 

g) Ensure volunteers maintain Museum standards as outlined in the Volunteers Policy

h) Ensure all volunteers receive updated information including events, forthcoming exhibitions

i) Supervise catering team, activities and reception/merchandising teams.

Requirements:  Enjoy working with people, ability to coordinate, multi task, stay calm under pressure
Time commitment:  2-3 days a week for several hours a day

RECEPTION/MERCHANDISE TEAM
Tasks:  First task is to meet and greet visitors, explain layout of the Museum and help with bags, umbrellas etc.  Other duties include

a) Ticketing

b) Sale of merchandise

c) Stock control

Requirements:  Cash handling experience advantageous.

Time commitment:  At least twice a month, preferably once a week.
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MARKETING/PUBLICITY 
Tasks:  Work with Director / Public Programs Officer to

a) Assist with Museum marketing including brochure production and other marketing programs

b) Undertake publicity for the Museum generally and for special events through press, radio and TV where applicable

c) Assist with tourist promotion

d) Maintain contacts with sponsors and service sponsor needs according to sponsorship policy

Requirements:  Keen interest in promoting the Museum.  Journalism, public relations and/or graphic design experience would be helpful.

Time commitment:  Twice a month

CATERING TEAM
Tasks:  Provide catering (providing and/or serving food and drinks) for museum openings, special events and visitor teas as determined by the Director.  Check that there are sufficient supplies and advise Director of needs.

To work as a small team under the direction of the volunteers coordinator

Requirements:  Food handling certificate would advantageous.

Time commitment: At least twice a month.

ACTIVITIES TEAM
Tasks: Provide activities for Museum visitors including children's holiday activities, school groups and families, under the direction of the Public Programs Officer / Director.

Requirements:  Willing to undertake working with children check.  Previous museum/education experience advantageous.

Time commitment:  At least twice a month, maybe more in the school holidays.

Happy Hours Museum

VOLUNTEERS NEEDED
Happy Hours Museum houses films of the Golden Age of Hollywood.  Visitors can view over 200 movies in the Museum theatre and displays relating to actors, particularly Vivienne Leigh, browse an extensive range of merchandise in the Hollywood Stars gift shop and enjoy teas and lunches in the coffee shop/bistro.

The Museum is largely volunteer-run and volunteers work as a team under the direction of the Museum Director.  We are looking for volunteers for the following tasks:

Volunteers coordinator

Reception/merchandising

Catering

Activities

Marketing/publicity

Previous experience is desirable but not essential as passion and commitment are highly valued.  People volunteering to work on activities should be willing to undertake a Working with Children check.

Please apply in writing including your curriculum vitae if available to

Vivenne Leigh
Happy Hours Museum

Richard Burton Drive

Nambucca Heads 2600

Tel: 6666 0000

by 28th August 2007.
