
 

 

VOLUNTEER POSITION DESCRIPTION 

 

POSITION TITLE: Museum Greeter 

DEPARTMENT: Visitor & Member Services 

STATUS: Non-employee 

POSITION SUMMARY: The purpose of this volunteer position is to greet and welcome visitors to the 
Chicago History Museum, primarily, but not limited to the school group audience. 

Note: this position exists for individuals willing to volunteer their services without expectation or 
contemplation of compensation. 

 

POSITION SPECIFIC DUTIES: 
Qualified applicants should: 

 Greet visitors entering the museum and direct them to the Ticketing Desk, Crown Family Room, 
Museum Store, or North & Clark Café. 

 Greet visitors in the 2
nd

-floor Minow Lobby and direct them to galleries, event spaces and visitor 
amenities. 

 Museum Greeters will be trained in how to answer questions about the locations of Museum 
exhibitions, programs, artifacts on display, and visitor amenities. 

 Museum Greeters will also be trained in important Museum visit guidelines and policies 
associated with safety and security and how to effectively communicate this information to 
visitors in an appropriate manner. 

 Assist Visitor Services staff with the orientation of school groups. 

 Assist Visitor Services staff with the orientation of adult group tour visitors. 

 Assist visitors with audio tour equipment. 

 Assist Visitor Services staff with administrative tasks related to school group orientation 
materials.  

 Other duties as assigned. 

 

Note: it is fundamental that the volunteer’s work serve a civic, public, 

charitable or humanitarian purpose.  

 

REPORTS TO: Director of Visitor & Member Services 

 

WORKING RELATIONSHIPS: 

School Group Visit Coordinator, Visitor Services Coordinator, Visitor Services Associates, Volunteer & 
Intern Program Manager, Security staff, and other CHM volunteers. 

 

 

 



QUALIFICATIONS: 

 This position is suitable for adults 18 years and older. 

 Work experience of 2+ years in front line hospitality, retail, school classroom or administration. 

 Applicants must be comfortable and confident working with the public. 

 Ability to work independently and as part of a team.  

 Possess strong verbal communication skills, including the ability to speak articulately to large 
groups. 

 Ability to interact with a wide range of audiences from general admission visitors to school age 
children and teachers.  

 Computer skills are appreciated, but not essential. 

 Ability to lift, carry, or otherwise move and position equipment (including activity carts, mobile 
storage bins, audio tour equipment and carts) weighing up to 50 pounds. 

 Ability to present a professional, welcoming appearance to museum visitors. 

 Ability to follow verbal directions. 

 Commitment to the mission, values, and programs of the Chicago History Museum 

TIMEFRAME OR COMMITMENT: 

Seeking volunteers available during the peak visitor hours of Monday through Friday from 9:00 a.m.–
1:00 p.m. and Saturdays from 10:30 a.m.–2:00 p.m. This volunteer position is necessary year-round, 
with essential availability in the months of April through November. 

BENEFITS:  

The Chicago History Museum takes pride in welcoming over 60,000 school group visitors each year, and 
has increased its total museum visitation to 270,000 since 2006. Individuals who volunteer for the 
Museum Greeter role will be part of an energetic and enthusiastic team of staff and volunteers 
committed to providing a welcoming, engaging experience for all. The brand of experience we embrace 
has four key words: Welcoming, Fun, Social, and Meaningful. 

CHM VALUES: 
 Create a team spirit and enhance communication within the Institutional Advancement 

Department so that staff members will work collaboratively and in a supportive manner across 

departmental and functional area boundaries. 

 The Museum expects all employees to contribute to and promote a positive culture and collegial 

atmosphere at CHM in three main ways. 

 
1. Embracing the Museum’s mission to share Chicago’s stories, serving as a hub of 

scholarship and learning, inspiration and civic engagement. 
2. Modeling the values that the Museum seeks in all of its staff including: 

a. All-In: Taking and sharing responsibility for the Museum, its mission, and our 
future. 

b. Welcoming: Demonstrating every day that the Museum is for everyone. 
c. Forward-looking: Anticipating needs, spotting opportunities, and solving problems 

with determination and ingenuity. 

3. Supporting the Museum’s institutional values of Service, Collaboration, Discovery, 

Creativity, Empathy, Authenticity, Integrity, and Stewardship.  

 

Note: A CHM employee may not volunteer the same services they are employed to perform. An 
employee may not volunteer during his/her normal hours of work. 

This job description is not intended to be an express or implied contract between CHM and anyone. CHM volunteers 
are volunteers at will. CHM reserves the right to change or assign other duties to this volunteer position as 
necessary to meet changing business needs. CHM is an equal opportunity institution. 


