
 

 
 
Museum Assistant (Full Time) 
 
 
Summary  
The Museum Assistant will report to the Chief Opera;ng Officer. This posi;on serves two roles. 
One, this posi;on will be the first point of contact with all visitors, processing admission sales, 
member check-in, and direc;onal assistance to guests for events. This posi;on will answer and 
return general museum phone calls and emails, retrieving mail, assist with data entry and filing 
and complete administra;ve tasks as assigned.  
Two, this posi;on provides organiza;onal support in the areas of facility repair, safety, cleanliness, 
and maintenance. This posi;on schedules, oversees, and ensures contract service providers are 
mee;ng objec;ves outlined in contracts, this includes managing day-to-day vendors and 
opera;ons. This posi;on will support budget management through value spending and analysis of 
spending on maintenance and daily opera;ons of the building.  
The ideal candidate is energe;c, flexible, team-player, can do aKtude that thrives in a dynamic 
environment with a wide variety of responsibili;es.  
 
Du;es and Responsibili;es 

• Museum  
o High ability to multi-task  
o Answer phones, check voicemail regularly and return calls in a timely manner 
o Process point-of-sale transactions for ticket purchases with cash or credit card 
o Creativity 
o Assist with museum tasks as assigned; such as data entry, mailings, exhibit 

assistance 
o Anticipate visitor needs and give proactive suggestions to facilitate a quality 

museum experience  
o Remain welcoming, approachable and available at all times to visitors, staff and 

volunteers 
o Ability to remain professional under pressure in a sometimes crowded and noisy 

lobby 
o Must be punctual and dependable  

 
• Facilities  

o Receive, respond, and resolve facility maintenance requests within a timely manner 
o Serve as day-to-day liaison to contracted service providers and maintenance 

vendors to ensure contracts are being fulfilled and duties are being performed 
o Research, identify, and engage new vendors to meet budgetary needs and 

economy of scale 



 

o Manage event production facility needs  
o Physical work is required, lifting, pushing and pulling; must be able to lift up to 40lbs 

and could be exposed to loud noise and dust 
o Demonstrate accuracy and a high attention to detail 

 
• Other Duties  

o At times this role may serve as an executive assistant to the CEO 
 

Desired Skills 
• Conversa;onal 
• Proac;ve 
• Computer proficient 
• Intermediate MicrosoV suite knowledge including Outlook, Word and Excel  
• Intermediate math skills  
• Facility and / or project management 
• Bilingual a plus (any language will be considered)  
• Events, museum, or retail experience a plus 

 
Physical Requirements 

• Ability to make eye contact and smile  
• Ability to assist with tasks that require lifting and bending  
• Must be able to sit for long periods of time 
• Ability to stand for extended periods of time 

 
Condi;ons of Employment  

• May need to complete a probationary period 
• Pass pre-employment reference checks 
• Maintain a bank account for direct deposit/electronic transfer 
• Drug test may be required 

 
Reloca;on 
Reloca;ons expenses will not be paid. Candidates are required to live in the Metropolitan 
Washington D.C. area. 
 
Benefits  
Full-;me employees receive a comprehensive benefits program including insurance, paid leave, 
and re;rement account.  
 
Pay Scale  
Commensurate on experience.  
 
ShiVs 
Full-day: 8:30 a.m. – 4:30 p.m. (with no lunch) or 5:00 p.m. (with lunch) 
 



 

To Apply  
Email: Bri_any.Balmer@Vic;msofCommunism.org  
No phone calls please.  
Resume with references is required.  
 
Next Steps 
AVer you apply, you will receive an acknowledgement email that your submission was successful. 
We usually have a large response to senior level posi;ons, and it may take some ;me to effec;vely 
review your applica;on package. We will contact you by email as decisions are made.  
 
About Vic;ms of Communism Memorial Founda;on 
The Vic;ms of Communism Memorial Founda;on (VOC) is an educa;onal, research, and human 
rights nonprofit organiza;on devoted to commemora;ng the more than 100 million vic;ms of 
communism around the world and to pursuing the freedom of those s;ll living under totalitarian 
regimes. 
 
The Founda;on was authorized in 1993 by a unanimous Act of Congress signed as Public Law 103-
199 by President William J. Clinton on December 17, 1993. On June 12, 2007, President George W. 
Bush dedicated the Vic;ms of Communism Memorial statue in Washington, D.C. 
 


