Hampton National Historic Site

Volunteer Statement of Duties


Division: The Museum Shop of HHI
Job Title: Museum Shop Clerk
Start Date:



Estimated End Date: 

Duties: The volunteer is responsible for the daily sales in the Museum Shop.  Duties include, dusting and cleaning display cases, restocking shelves, opening and closing the shop, opening and closing the cash register, assisting the shop manager on various tasks, answering phone calls and information requests. During down time, clerks may be required to package gift sets, participate with inventory control, and assist in other duties as assigned by either the Merchandising Lead or the Volunteer Lead. Clerks are required to interact with the customer in a pleasant and courteous manner. Failure to meet any or all of these duties is grounds for dismissal from the volunteer program. In an emergency, park staff may ask for assistance from the volunteer.
Knowledge, Skills, Abilities required: The individual must be able to accurately count money, provide appropriate change to the customer, and keep a precise log of daily sales. Clerks must be able to read and follow instruction on how to operate the cash register and credit card machine and follow Standard Operation Procedures for store management. Shop clerks will be required to learn at minimum basic site and family history, as the Museum Shop is an educational and interpretive extension of a visitors experience at Hampton.
Training required and/or provided: All new volunteer shop clerks will be required to attend an introduction to Hampton National Historic Site training and Museum Shop training.  Additional training will be provided as necessary. New volunteers are required to shadow a more experienced volunteer for at least 8 hours. Individuals may be asked to repeat any portion of the training at the discretion of the Volunteer Lead or Volunteer Coordinator.  Repeated failure to follow any SOP after training is grounds for dismissal from the volunteer program.
Work Schedule: Volunteers must work at minimum 4 hours a week and 16 hours a month.  Volunteers may work more than the requested 4 hours a week. Individuals are required to keep track of their volunteer hours and are required to schedule themselves on a central calendar. Volunteers who repeatedly fail to show up for scheduled days must meet with the Volunteer Lead and the NPS Volunteer Coordinator. Volunteers who are unable to meet the time requirements must speak with the Volunteer Lead and Volunteer Coordinator.  
Volunteer Initials: ___________

NS Volunteer Coordinator: ____________
Supervisor: Kirby-Lynn Shedlowski, National Park Service Volunteer Coordinator
Alternative Supervisors: Museum Shop Volunteer Lead, Museum Shop Merchandising Lead, Executive Committee of the Museum Shop of HHI.

