
Visitor Service Associate  
Job Description 

www.redlineart.org 
  

JOB TITLE:    Visitor Service Associate 
REPORTS TO: Visitor Service & Volunteer Manager 
TYPE:    Part-time (10 Hours/Week)  
SCHEDULE: Saturdays and Sundays, some private events & public programs,, all-call special 
events (e.g. EPIC Gala and One Square Foot) 
 
 
 
RedLine is a contemporary art center whose mission is to foster education and engagement 
between artists and communities to create positive social change. We think of ourselves as a 
hub for convening, connecting, and sometimes instigating. RedLine believe art has the ability to 
shift perspectives, create dialogue, and at its best, call people to action. 
 
RedLine holds true to the following organizational values: 
1. Community Responsive 
2. Approachable 
3. Bold and Visionary 
4. Deeply Connected 
5. Artist-Focused 
 
The visitor experience inside and outside of RedLine is our first impression and our sustaining 
impact on an individual or group. Each community member that visits RedLIne, new or frequent 
should understand the mission and vision of the organization, along with how they can be 
involved.  
 
The Visitor Service Associate primary responsibilities are: 

1. Overseeing all publicly accessible areas at RedLine to ensure the best visitor 
experience. 
2. Implementing systems that result in consistently positive visitor experiences. 
3. Being a connector between visitors, resident artists, volunteers, and employees to 
ensure resource are shared, info is communicated, and problems are solved. 
4. Collecting and organizing visitor, activities and membership data to inform 
organizational decisions 

 
RESPONSIBILITIES AND DUTIES include the following: 
 
Visitor Services 
• Uphold RedLine’s high customer service standards; welcoming and engaging all visitors to the 
space in a friendly and helpful tone as they walk through the doors.  
• Share RedLine’s mission/vision with visitors by gathering and organizing  information about 
RedLine’s exhibits and programs.  

• Promote opportunities for visitor engagement with RedLine through our volunteer program, 
membership, events, and programs. 

• Give public and private tours to all ages and groups. 

• Assist RedLine visitors with general questions about the neighborhood and community.  



• Display a professional demeanor and resolve guest issues calmly while working in a frenetic and 
vibrant environment.  

• Support communication about weekly events to volunteers, artists, and staff; check shared 
calendar for weekly activities and “heads up” messages.  

 

Operations 

• Perform opening and closing procedures, including setting up the space to receive visitors 
accurately counting tills and making change, replenishing printed materials and gift shop items, 
and ensuring that the reception areas are clutter free.  

• Process admission donations and sales of art or membership.  

• Manage cash box and gift shop inventory system.  

• Follow reporting process for any problematic incidents that occur during visitor hours.  

• Check parking lot to ensure only visitors, staff, and resident artists are using the parking spaces. 

• Assist, when necessary, in giving tours to groups of all ages and sizes 

• Help to set up for programs and events, and serve as onsite staff as necessary.  

• Ensure that volunteers work in a safe, healthy, and supportive environment (as defined by 
HR/Facilities/and Visitor Services & Volunteer Manager).  

 

Exhibitions 

• Perform all opening and closing exhibition procedures to ensure RedLine is ready for the 
public during operating hours and for installation staff when RedLine is closed between 
exhibitions.  

• Walk the gallery spaces to ensure the exhibitions are fully lit and functional at all times of public 
operation.  

• Take initiative to gain knowledge of current exhibition(s) on display.  

• Ensure all RedLine exhibitions and events are accurately posted on the website, and assist with 
updates as needed  

 

Other Administrative Duties  

• Accept deliveries of packages and mail, and open the bay doors for large deliveries.  

• Assist with marketing, social media, and updating event listings. 

• Answer the phone, transfer calls to the appropriate staff member, and take messages.  

• Routinely check public bathrooms to ensure that supplies are fully stocked.  

• Assist with administrative tasks including, but not limited to, inputting daily membership sales, 
admission tracking, filing, and other special projects as assigned.  

• Help aggregate attendance data for quarterly reports.  

• Support the Visitor Services & Volunteer Manager and other staff to support overall 
organizational capacity. 
 



Professional Qualifications 

The ideal candidate has at least two years of visitor services experience, preferably in the 
hospitality/retail industry or an attendance-based environment. Nonprofit and/or arts experience 
helpful, but not required.  

To successfully fulfill this position’s responsibilities, the individual must remain calm under pressure, 
maintain an upbeat and pleasant disposition, and be able to work with a wide range of 
individuals. This individual must also know how to be effective and efficient in a dynamic 
environment that is filled with distractions. This individual is prompt and dependable and will be 
able to consistently adhere to their assigned work schedule, which may include weekdays, 
weekends, and occasional evenings as necessary. This individual should take initiative to seek 
out things to do during slower times. The ideal candidate is someone who, when given a few 
hours of free time, would rather tidy up, check-in with our residents, or re-organize something 
rather than hide behind a book or their phone.  

English proficiency required and Spanish language skills are a plus. 
 

RedLine has a unique work environment and to ensure each staff member’s success, we seek a 
candidate that can thrive best in RedLine’s culture. 

Culture Statement: RedLine values your happiness, abilities, creativity and contributions and we 
work together to create an environment where we can all thrive. Every member of our team is a 
true believer in Redline’s core purpose, motivating and pushing us all forward together to deliver 
on its promise. Redline is lots of things, but there are a few things we know we never want to 
be:  hierarchical, exclusive, boring, or siloed. To flourish in this environment, it is vital that you, as a 
team member, bring your ability to perceive what’s needed to help RedLine succeed, and to 
care enough to take self-directed action to support that success. Redline offers a supportive 
setting that enables you to choose how to set your work/life priorities. This flexibility is possible 
because we trust and expect of each other that each of us will be self-starters who can work 
both independently and collaboratively to be accountable to the results of our roles.  

Hourly wages are commensurate with experience.  

Please send your cover letter, resume and professional references by January 12th to 
Robin Gallite at rgallite@redlineart.org. No calls please. 


