
 

 

 

Museum Store & Guest Services Coordinator  
Yellowstone Art Museum, 2026 

 

Position Title:  Museum Store & Guest Services Coordinator 

Reports to: Development Director  

Supervisory Responsibilities: Front desk staff and volunteers (as assigned)  

Status: Part-Time, Non-Exempt (up to 30 hours per week) 

Pay Rate: $20.00 - $22.00/hour  

Position Summary 

The Museum Store & Guest Services Coordinator oversees the daily operations of the 

Yellowstone Art Museum Store and supports exceptional visitor experiences through front desk 

oversight. This position is responsible for merchandise purchasing, inventory management, 

artist consignment relationships, retail sales performance, and coordination of the Museum 

Store Committee. The Coordinator also supervises front desk staff and operations, provides staff 

and volunteer support, and staff the front desk on Thurs evenings and Saturdays and as needed. 

 

Museum Store Operations (60%) 

Retail Management 

• Manage day-to-day operations of the Museum Store. 

• Within budgetary controls, research, select, and order merchandise that aligns with the 
Museum's mission, exhibitions, and audience interests. 

• Develop and maintain relationships with local, regional, and national vendors. 

• Evaluate product performance and identify opportunities for new merchandise. 

• Monitor retail trends and recommend strategies to increase sales and profitability. 

Inventory Management 

• Receive, inspect, and process incoming merchandise shipments. 

• Maintain accurate inventory records and pricing information. 

• Conduct regular inventory counts and reconciliation. 

• Track stock levels and reorder merchandise as needed. 

• Ensure merchandise is properly displayed, stocked, and maintained. 

Artist Consignment Program 



 

 

• Serve as the primary contact for artists interested in selling work through the Museum 
Store. 

• Coordinate artist applications and agreements. 

• Manage consignment inventory and sales reporting. 

• Cultivate relationships with artists to ensure a diverse and high-quality selection of 
products. 

Retail Committee Support 

• Coordinate and manage quarterly Museum Store Committee meetings. 

• Prepare meeting agendas, reports, and supporting materials. 

• Track committee recommendations and action items. 

• Provide sales, inventory, and performance updates to committee members. 

 

Guest Services & Front Desk Oversight (30%) 

• Oversee front desk operations to ensure a welcoming and professional visitor 
experience. 

• Schedule and coordinate front desk staff and volunteers. 

• Develop and maintain front desk procedures and training materials. 

• Serve as a resource for front desk staff regarding visitor inquiries, admissions, 
memberships, programs, and Museum policies. 

• Monitor visitor feedback and recommend improvements. 

• Support membership sales and visitor engagement. 

Front Desk Coverage 

• Provide front desk coverage Thursday evenings and Saturdays as well as during staff 
absences, high-traffic periods, special events, and other needs. 

• Welcome visitors and provide information about exhibitions, programs, memberships, 
and community events, as needed.  

• Process admissions, memberships, and retail sales. 

• Answer phones and respond to visitor inquiries. 

 

Administrative & Museum Support (10%) 

• Prepare retail sales and inventory reports. 

• Maintain vendor, artist, and retail records. 

• Assist with special events and exhibition openings as needed. 



 

 

• Support cross-departmental initiatives that enhance visitor engagement and revenue. 

• Perform other duties as assigned. 

 

Qualifications 

Required 

• High school diploma or equivalent. 

• Experience in retail, customer service, hospitality, museum operations, or a related field. 

• Strong organizational and administrative skills. 

• Excellent interpersonal and communication abilities. 

• Experience handling cash and point-of-sale systems. 

• Proficiency with Microsoft Office and database software. 

Preferred 

• Experience in museum retail, gallery retail, specialty retail, or nonprofit organizations. 

• Experience working with artists, makers, or consignment programs. 

• Experience with inventory management systems. 

• Interest in art, museums, and cultural organizations. 

 

The Yellowstone Art Museum’s open-door policy is intended to ensure that all employees are 
treated with dignity, equity, respect, and trust. All employees are expected to participate in 
open and honest communication whereby employees respect input they receive, they listen, 
clarify, and strive for consensus. 

The YAM is Equal Opportunity Employer, celebrating diversity in all forms and in all aspects of 
our work. Applicants from all walks of life and identities, including persons of color, LGBTQ+, are 
strongly encouraged to apply. 

To Apply: 

The position will remain open until filled. To apply, please submit a cover letter, resume, and 
references to adminassist@artmuseum.org. No phone calls, please. 

 


