Job Posting

Part-Time Assistant to the Heritage Center Executive Director

Posted:     Wednesday, May 17, 2017

Removal:  Tuesday, May 30, 2017

Position:   Part-Time Assistant to the Executive Director, Scottsboro-Jackson Heritage Center

Range:      $10.00 per hour

Job Summary

Under the general supervision of the Heritage Center Executive Director, employee greets visitors, conducts tours, collects fees for purchases made in the bookstore, assist visitors with genealogy research, maintain the library in a neat and orderly manner and assist the Executive Director with clerical duties that may arise.

Qualifications

1. Have a warm personality and be able to work with the general public.

2. Possession of a high school diploma or GED required.

3. Have computer and written communication skills.

4. Have a love of history and knowledge of Jackson County.

5. Be flexible in day to day assignments

6. Be able to work well with children as well as seniors.

7. Have the ability and confidence to address small groups.

8. Be able to work up to 20 hours per week.

9. Be able to periodically work on weekends.

Daily Duties

1. Greet visitors and have them sign the guest book.

2. Determine their needs.

3. Maintain familiarity with the Heritage Center’s Walking Tour Guide Booklet

4. Conduct tours.

5. Assist visitors in family and genealogy research.

6. Assist visitors who wish to digitally photograph old newspapers.

7. Collect fees for purchases made in the bookstore.

8. Make sure that the library is always neat and orderly.

9. Assist the Executive Director with various clerical duties.

Applications are available at the Scottsboro-Jackson Heritage Center, 208 S. Houston Street.
An Equal Opportunity Employer and a Drug Free Workplace.

