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POSITION TITLE: Visitor Services Associate 
STATUS: Part-time, Non-Exempt 
REPORTS TO: Visitor Services Supervisor 
 
ABOUT THE MUSEUM OF LATIN AMERICAN ART 
The Museum of Latin American Art (MOLAA) in Long Beach, California is the only museum in the western 
United States that exclusively features contemporary Latin American and Latino art.  
 
MISSION 
The Museum of Latin American Art expands knowledge and appreciation of modern and contemporary 
Latin American art through its collection, ground-breaking exhibitions, stimulating educational programs 
and engaging cultural events. 

 
POSITION DESCRIPTION 
MOLAA seeks a part-time Visitor Services Associate to provide customer service to MOLAA’s members 
and visitors. The position offers 15-20 hours per week. In addition to Monday – Friday hours, the 
candidate must be available Thursdays 5:00 to 9:00 p.m. and weekends. The position offers commission 
on the sale of memberships.  
 
ESSENTIAL FUNCTIONS:  

 Welcome visitors to the museum in a friendly and professional manner. 

 Work alongside the Security Services Team to provide exceptional customer service and ensure a 
memorable visitor experience for both members and visitors. 

 Answer telephones and process telephone reservations. 

 Answer general museum questions, direct visitors, book group/school tours, and market museum 
events and programs. 

 Handle cash, and accounting for sales and ensure that all transactions are processed quickly and 
accurately. 

 Sell memberships and encourages membership upgrades. 

 Serve as an informational resource on exhibits, programs and events. 

 Collect, enter and update visitor information in database and excel spreadsheets, and generates 
daily/weekly reports, as needed. 

 Ensure that Visitor Service desk is organized at all times. 

 Other duties as assigned.  
 
MINIMUM QUALIFICATIONS:  

 High School Diploma/GED. 

 Outstanding customer service skills and telephone etiquette. 

 1-2 years of sales or retail experience. 

 Proficient use of MS Office software and databases (Altru desired). 

 Excellent verbal and written communication skills. 

 Ability to work independently and within a team. 
 
ADDITIONAL REQUIREMENTS AND PHYSICAL DEMANDS: 

 Capacity to sit or stand for long periods of time. 

 Ability to lift up to 25 lbs. 

 Bilingual in Spanish preferred. 

 MOLAA is an equal opportunity employer. 
 
If you are interested in this position please send resume and cover letter to: jobs@molaa.org. No phone 
calls or walk-ins please.  
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