
 

 

AUDIO TOUR LEAD 
Temporary Position for Intimate Impressionism 
September 21, 2015 – January 12, 2016 
 

OVERVIEW: The Audio Tour Lead will be the primary contact for the audio tour 
sales, line control and scanning operations on the 4th floor at the 
entrance to the special exhibition galleries.  This position will back-up 
the other admissions management staff as needed and be an integral 
part of the operations team focusing on visitor satisfaction. 

FLSA STATUS: Non-exempt  REPORTS TO: CSC & Admissions Supervisor 
ESSENTIAL FUNCTIONS: 

1. Working with the Admissions Desk Lead, be the primary contact for the audio tour 
operations on the 4th floor by assigning daily staff & volunteers to positions and 
overseeing any issues that arise.   

2. Customer Service:  Be a role model of excellent customer service for staff.  Be the 
primary contact to resolve visitor-related issues in the area, including dealing with 
visitor compliments or complaints, but most importantly relaying these issues to the 
appropriate department so they can be dealt with on a timely basis.   

3. Cash Handling:  Make sure all tills are properly maintained and cash handling 
policies are adhered to, especially during breaks and shift changes. 

4. Report back to Admissions management any constraints or suggestions to make 
the 4th floor area run efficiently and effectively. Most importantly, give patrons a 
high level of customer service and make sure they enjoy their visit.   

5. Be the primary contact with Education to identify and return broken players, 
oversee morning and nightly inventory, give feedback on number of players, and 
any other audio tour related issues that arise.   

6. IT/Educational Resources – assist visitors with the audio tour app on Windows, 
iPhone, and Android smartphones.  Manage distribution of the audio guide wands 
and gallery guides. Assist visually impaired visitors as needed. 

7. Staff Management: Be the main contact for admissions staff and volunteers in the 
special exhibition area to include training, performance recognition, and behavior 
coaching as needed.   

8. School Tours & Public Tours:  Work with the Education Department to manage 
school tour entry into the special exhibition galleries and to actively promote public 
tours as they happen daily. Troubleshoot with the Admissions Desk Lead if there are 
issues with docents not showing up or unscheduled school groups. 

9. Be able to perform the Admissions Representative’s duties as needed. 
10. Perform other duties as assigned. 

 

QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. High school graduate or equivalent related experience. 
2. One (1) year of experience in a customer-oriented environment. 
3. Ability to understand email interfaces and browsers and troubleshoot any print-at-

home ticketing or email ticketing issues. Should have a familiarity with Adobe 
products. 

4. Ability to learn the Museum’s database and ticketing software systems. 
5. Ability to learn and adapt quickly in a constantly changing environment. 



 

 

6. Excellent interpersonal, written and oral communication skills; ability to 
communicate effectively and project a professional image when giving and taking 
information in writing, in person, and over the phone. 

7. Demonstrated proficiency and accuracy using MS Office products, including Word, 
Excel, Access, Outlook, and other software programs.  

8. Ability to take initiative and prioritize tasks; excellent time-management, problem-
prevention, and problem-solving skills. 

9. Ability to represent the Museum with a high level of integrity and 
professionalism.  

10. Organizational ability with strong management and supervisory skills. 
11. Ability to work with close attention to detail and to maintain confidentiality of sensitive 

information. 

12. Demonstrated ability to establish and maintain effective relationships with Board 
members, key donors, executives, management, employees, and the public. 

13. Ability to adhere to Museum policies and to support management decisions in a 
positive, professional manner. 

 
The Seattle Art Museum will consider reasonable accommodations for those applicants with disabilities who 
may need a reasonable accommodation to perform the essential functions/duties.    Please contact the 
Human Resources Department for additional information. 
 
Seattle Art Museum is committed to diversity and inclusion.  Qualified individuals who bring diverse 
perspectives to the workplace are especially encouraged to apply. 
 
 

TO APPLY:   Please visit http://visitsam.org/careers for specific instructions on how to submit SAM employment 
application, cover letter and resume.   
 
Deadline: Open Until Filled 

http://visitsam.org/careers

