
 

 

Vermont Ski and Snowboard Museum 

Job Description 

 

 

 

JOB TITLE: Museum Shop Associate 

 

REPORTS TO: Executive Director 

 

POSITION SUMMARY:  

 

The Vermont Ski and Snowboard Museum (VTSSM) seeks a part-time Museum Shop Associate. The candidate 

must have prior retail experience and must be able to work a flexible schedule that includes some holidays, 

weekends, and occasional evenings to assist with museum events and special programming.  

 

ESSENTIAL DUTIES & RESPONSIBILITIES:  

 

 Conduct opening and closing procedures of the Museum and Museum Shop 

 Ensure visitors have a pleasant museum experience by providing professional and high-quality customer 

service 

 Become familiar with the museum’s collections, current and upcoming exhibits, programs, and special 

events to better assist visitors 

 Process shop sales, donations, and memberships at the point-of-sale system 

 Assist with preparing and recording inventory 

 Ensure that the shop and museum are always clean and presentable 

 Assist in restocking merchandise  

 Prepare mail, phone, and online orders for shipping 

 Assist the Executive Director with mailings, data entry, product research, and collections 

 Support events and activities involving VTSSM and the Museum Shop 

 Other tasks as assigned 

 

QUALIFICATIONS: 

 

 Minimum two years of retail sales experience 

 Interest and/or knowledge of skiing and/or snowboarding 

 Knowledge of computers, inventory management, and POS systems 

 Excellent communication skills 

 Ability to lift and carry packages weighing up to 30 pounds 

 Must be able to work a flexible schedule including some nights, weekends, and holidays 

 

HOURS:  

 

This is a part-time position that will require flexibility but is anticipated to include 10 to 15 hours per week. Hours 

may increase during the holiday season, and the sales associate may also be called upon to cover for special 

events as needed. 

 

COMPENSATION: 

 

This is a part-time position with no benefits (Vermont law does not define part-time employment). Compensation 

will be at a competitive hourly rate (with overtime as necessary), based on experience.  


