Hampton National Historic Site

Volunteer Statement of Duties


Division: The Museum Shop of HHI
Job Title: Museum Shop Merchandising Lead
Start Date:



Estimated End Date: 

Duties: The Museum Shop Merchandising Lead is responsible for maintaining an up to date, comprehensive list of museum shop inventory.  The Merchandising Lead will complete and submit for review all request for sales items.  He/She will draft text for shelf talkers and submit for review.  Upon approval Merchandising Lead will place all orders for new and repeat merchandise. Merchandising Lead will prepare bank deposits on a bi-weekly basis and track all deposits, withdrawals, and payments using the Museum Shops on-line banking system. The Merchandising Lead will provide support when necessary to the Volunteer Lead and is responsible for alerting the Executive Committee, the NPS Volunteer Coordinator, and the Volunteer Lead of any issues relevant to the management of the shop.  The Merchandising Lead is required to meet with the NPS Volunteer Coordinator once a month for the first six months and bi-monthly after that.  The Merchandising Lead will also be required to meet with a representative from the Museum Shop Executive Committee on a schedule to be determined.
Knowledge, Skills, Abilities required: The Merchandising Lead must be computer literate, have average or above average knowledge of Microsoft Word, Microsoft Excel, and Internet Explorer.  He/She must be well organized, detail oriented, have excellent written and verbal communication skills, and be able to complete work in a timely manner.
Training required and/or provided: The Merchandising Lead will be provided with the same training as a museum shop clerk. In addition, he/she will be provided with volunteer management training and other training as deemed necessary by the Museum Shop Executive Committee or the NPS Volunteer Coordinator.
Work Schedule: The Merchandising Lead is required to spend at minimum four hours a week on site. Further time commitments may be determined at a later date, with the approval of the Museum Shop Executive Committee and the Merchandising Lead.
Volunteer Initials: ___________

NS Volunteer Coordinator: ____________
Supervisor: Kirby-Lynn Shedlowski, National Park Service Volunteer Coordinator
Alternative Supervisors: Museum Shop Volunteer Lead, Museum Shop Merchandising Lead, Executive Committee of the Museum Shop of HHI.

