

JOB OUTLINE-SUMMER SUPERVISOR-1


Primary responsibilities:

Supervision of:

1. tour guides and tours

2. sales desk staff and store

3. museum and grounds appearance

4. flower beds-summer maintenance

5. lights and security

Secondary responsibilities:



Filling in for missing staff:



      1.   operation of sales desk

2. tours, regular and special

Special tasks as needed



JOB OUTLINE-TOUR GUIDE-3


Primary responsibilities:

1. conduct tours

2. museum security on tours

3. museum and grounds appearance

4. flower beds

5. store sales

Secondary responsibilities:

1. special projects 

2. operate desk and sales (cash register)

JOB OUTLINE-DESK/SALES PERSON-1


Primary responsibilities:

1. greet visitors and sell “tickets”

2. manage store, sales, inventory and cash

Secondary responsibilities:

1. conduct tours

2. special projects

LYNDA,


Here are the job outlines that we talked about last week. I think this will be a large improvement over the current situation. It will put the supervisor on the grounds instead of behind the desk, thus giving better control of the staff, more eyes looking for problems and other things that need to be done, and, I hope, a better rapport between the staff and the supervisor.  


I don’t think it is worth a try this summer, but don’t hold me to that. I may give it a try if some other methods fail. I discussed this with Jessica and she thinks it is a good plan, as long as it is explained to all parties.


This plan keeps the staffing at the current level. It reduces the flexibility some but I think the overall control of the staff will more than make up the difference.

                                                                                 Chuck S.

