HUMAN RESOURCES

City OF COVINGTON
317 North Jefferson Avenue
Post Office Box 778

:/rvgaﬁ Covington, Louisiana 70434
':DLI?CZESQ phone 985.898.4724
fax 985.635.0006
MARK R. JOHNSON email eleggio@covla.com
Mayor e www.covla.com
Museum Greeter
Position Number: 503
Work Location: City of Covington Trailhead Museum
Reports To: Facilities Director
Rate of Pay: $11.50/hour

Part Time, Non Exempt position. 8-12 hours per week

City Conformance Statement:
In the performance of the below respective tasks and duties all employees are expected to conform to the following:
e Perform quality work within deadlines with or without direct supervision
e Interact professionally with other employees, customers and suppliers
e Work effectively as a team contributor on all assignments
e Work independently while understanding the necessity for communicating and coordinating work efforts with
other employees and customers.

General Job Description:
Provides a variety of duties including the care and maintenance of museum facility, welcoming visitors to the museum,
education of visitors about the history and culture of Covington, and operating audio/video equipment

Essential Functions:
e Welcome walk-in visitors and guests seeking services or information.
e Answer incoming telephone calls during business hours and direct the call to the appropriate personnel to
address the situation
e Answer guest questions and/or direct them to appropriate staff

Qualifications:
e High school diploma or GED equivalent
e Working knowledge of the history of the City of Covington
e Reliable transportation to and from work
e Good verbal communication skills
e Ability to positively interact with public
e Ability to work independently with little direction
e Upbeat and positive attitude with enthusiasm for ensuring a memorable experience for museum guests

Minimum Required Knowledge, Skills & Abilities:
e Ability to effectively communicate



e Ability to manage time efficiently with minimal supervision

Physical Requirements (with or without accommodation):
e Ability to sit, talk and hear for a large majority of the working day
e Ability to work indoors behind a desk

This job description does not necessarily cover every task or duty that might be assigned. Employees may be assigned
additional responsibilities as necessary.

To apply for this position, please complete an online application on our website, www.covla.com under the Human
Resources section.

Applications will be accepted until filled.


http://www.covla.com/

