Hampton National Historic Site

Volunteer Statement of Duties


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



Estimated End Date: 

Duties: The Museum Shop Volunteer Lead is responsible for maintaining a up to date, comprehensive list of museum shop volunteers.  The volunteer is required to organize and maintain a phone tree for shop volunteers.  The Volunteer Lead will help facilitate finding replacement volunteers if listed volunteer clerks are unable to make their scheduled day and are unable to find a replacement on their own.  The volunteer lead must meet with the National Park Service Volunteer Coordinator once a month for the first six months and bi-monthly after that to discuss volunteer management of the museum shop.  The Volunteer Lead will be responsible for general management of the volunteer staff of the museum shop. He/She will assess the status of each volunteer after a trial period and discuss with the NPS Volunteer Coordinator a future course of action.  The Volunteer Lead also has the responsibility of alerting the Executive Committee, the NPS Volunteer Coordinator, and the Merchandising Lead of any issues relevant to the management of the shop. The volunteer lead will also hold the duties of a volunteer clerk, in their requirement to operate the shop.
Knowledge, Skills, Abilities required: See the knowledge, skills, and abilities required for the Museum Shop clerk.  In addition to those skills, the Volunteer Lead must be friendly, organized, have excellent leadership skills and communication skills, be observant, punctual, and detail oriented.  A basic understanding of Microsoft Word and Internet Explorer is desired for the Volunteer Lead.

Training required and/or provided: The Volunteer 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 Volunteer Lead is asked to spend at least 24 hours a month at the Museum Shop.  Two days will be spent as a front line shop clerk, the remainder of time can be split as the Volunteer Lead sees fit, to work with, observe, organize, and meet with volunteer staff and complete the duties as listed above.
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.

