
 

              
Job Description 

 

Page 1 of 1 
 

 
Job Title 
On-Call Art Works/Ed Tech Assistant 
 
Employment Status  
On-Call 
 
Employment Category 
Non-Exempt 
 
Department  
Education  
 
Statement of the Job 
Responsible for engaging visitors in Art Works and Staffing the EdTech Gallery “help desk”. 
Responsible for assisting with a variety of educational resources, activities, special programs, 
answering questions and the overall Art Works and EdTech experience.  
 
Reporting Responsibility  
Reports to the Youth & Family Programs Manager 
 
Major Duties 
 
Art Works: 
 

1. Welcomes visitors, introduces them to the space, and suggests appropriate activities. 
2. Provides guidance and “prompts” to enhance visitor engagement. 
3. Helps make collection and exhibition connections as appropriate . 
4. Keeps Art Works orderly and user-friendly – restocking materials and tidying space as needed. 
5. Ensures all spaces, equipment, and materials are being used safely and respectfully. 
6. Stays current on museum collections, exhibitions, events, and programs. 
7. Tracks the number of visitors to Art Works, garners feedback, and assists with program 

assessment . 
 

EdTech Gallery: 

1. Welcomes and introduces visitors to the space and suggests appropriate resource/activity 
options. 

2. Provides clear and concise instructions when checking out Art Packs, iPods, describing 
location-based game directions, etc. 

3. Stays current on Museum collection, exhibitions, events, and programs. 
4. Maintains a well-organized and user-friendly environment - neatly displays books, restocks 

Art Packs, replenishes materials, charges mobile units, dusts shelves, etc. 
5. Checks out DVDs and books to Joslyn staff and docents. 
6. Accurately tracks the number of visitors to the EdTech Gallery/users of specific resources and 

encourages visitors to complete resource evaluations/provide feedback. 
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7. Assists the Youth & Family Programs Manager with fabrication of materials and 
content/design for existing or new resources as appropriate. 

8. Assists the Youth and Family Programs Manager with content and programming as requested. 
8. Adheres to policies of the Employee Handbook. 
9. Other duties as assigned. 

 

 
Minimum Qualifications 
 

 High school diploma or equivalent, some college experience preferred 
 Excellent communication skills and a commitment to friendly customer service 
 Interest and/or experience in art education is a plus 

 


