Job Description

Job Title: Manager of Museum Operations and Interpretation

Reports To: Executive Director

Exempt or Non-Exempt:  Exempt

Salaried or Hourly: Salaried

FIT or PIT: FIT

In Person or Remote: In person

Education: BA in History, Historic Preservation, Museum Studies or related

fields preferred
and/or

Experience: Experience in various aspects of historic-site work preferred.
Experience in staff or volunteer management preferred. Proficiency
in Microsoft Office products

Responsibilities:

Manage all aspects of Washington Heritage Museums’ sites (Mary Washington House, Mary
Washington Monument and Caretaker’s Lodge, Hugh Mercer Apothecary Shop, Rising Sun
Tavern and St. James’ House), consistent with museum best practices.

Serve as an advocate of Washington Heritage Museums (WHM), and articulately speak about the
WHM Mission and Vision Statements; how they are supported by donations and memberships,
and; how each property connects within the organization.

Closely collaborate with WHM Board committees through accurate and timely reporting and
discussion of all aspects of work.

Maintain confidentiality regarding donor records, employee private personal information, and

sensitive organizational information. (e.g. internal working documents, financial documents,
initial research documents)

Building and collections management
Ensure that museum assets are maintained and secure.

Conduct and report on monthly inspections of building(s), grounds, and collections at each site, in
accordance with a determined schedule.

Coordinate routine maintenance and report larger repair projects to the Executive Director for
consideration and implementation.

Ensure the completion of housekeeping tasks, and that each property is consistently clean.
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Provide direction and a calendar of events to the Garden Manager to ensure the grounds are
maintained to ensure a safe and pleasant visitor experience.

Research, Interpretation, and Education

Be familiar with all museum sites’ interpretive tours.

Research the history of the sites, on an occasional basis, using verifiable sources.

Update the museum interpretation when documented and relevant information becomes available.
Expand the existing education offerings for each property, with emphasis on visitors of all ages.
Programs and Events:

Develop a full-year program and event calendar for all sites that is reflective of the WHM Mission

and Vision Statements.

Plan and coordinate programs and events. Develop collaborations and/or engage WHM staff or
outside speakers or presenters as appropriate.

Prepare a projected expense-and-revenue budget for programs and events for the approval of the
Executive Director. Prepare an assessment report for each program and event and submit it for
evaluation to the Executive Director.

Responds to requests for site rentals, ensuring staffing is available for the event date and time, and
that the site is properly prepared.

Responds to requests for school and group tours. Communicates to site staff to ensure that they
are prepared to accommodate groups; are aware of early openings or late closings; and that there
are no scheduling conflicts.

Apply for and secure appropriate Virginia ABC licensing, when necessary, and ensure compliance
with all applicable laws for events where alcohol is served.

Community Engagement

Attend and represent WHM at meetings and conferences which promote museum activities and
assist in the improvement of WHM operations.

Provide content to the social media, website, and online WHM presence coordinator.

Research and respond to reviews on TripAdvisor, Facebook, Google, etc. Share all postings and
responses with WHM employees to provide feedback on the visitors’ experience.
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Staff Management

Hire, train and supervise site interpreters. Conduct performance evaluations of staff, including
their knowledge and presentation of the interpretive material, on a regular basis. Recognize the
positive performance of individual staff personnel. Counsel, discipline, and dismiss staff when
necessary.

Train all museum staff in daily administrative tasks including, but not limited to: Opening and
closing procedures, use of the point-of-sale system, promotion of membership, phone etiquette,
daily housekeeping tasks, admissions reporting, timesheets, etc.

Work with site interpreters to ensure that all tours, both group and individual, receive excellent
customer service.

Develop the monthly interpreter schedule and conduct staff meetings on at least a quarterly basis.
Regularly communicate with staff between staff meetings.

Coordinate continuing education/training opportunities for site interpreters.

Conduct periodic inspection of interpreters’ costumes to ensure they are clean, serviceable, and
reflect the period of significance for each site.

Work with Museum Store Buyer and Volunteer Coordinator to ensure the museum store is
operated in accordance with WHM Mission and Vision Statements. Apprise the Museum Store of
group tours so that they may have additional volunteers, if necessary.

Coordinate with the Executive Director to update HR files of interpreters, interns, and other
subordinated personnel.

Provide direction and supervision for interns as necessary.
Reporting:
Accurately prepare and timely submit: (1) weekly admissions and cash deposit reports for each

property; (2) the biweekly interpreter payroll; (3) the monthly site-visitation report; (4) the
reconciliation of monthly credit card statement.

Other:
Perform other duties that may be assigned by the Executive Director.
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