
 

Job Description 

Visitor Experience Coordinator 

The visitor experience coordinator job function is cross trained in all areas of Visitor Experience, 
and Museum activities including, but not limited to: admissions, reception, cash operations, 
front desk, reservations, operations, social media, gift shop, in-house supervisory functions, and 
is considered a generalist position, where the incumbent performs a variety of roles in order to 
fulfill the Castle Society’s mission. The person working in this position serves as a main support 
to the Operations & Development Manager and must have the capacity to interact effectively 
and build positive relationships with both internal and external stakeholders. 

Education and/or Experience: 

Education: 

- Bachelor's degree in business, communication, art history, public history, education, 
or related discipline or a combination of education and relevant experience 

- Social media training or certification will be considered an asset  
- At least 3 years’ experience in a customer facing, fast-paced environment or equivalent 

gained through either school or other supporting activities. 

Core Competencies: 

• EXPERIENCE - Minimum 1 year of experience in a visitor-oriented position 
and/or docent or tour experience; Experience working in a public facing 
environment, such as: customer service, museum, nature center, or historic site 
or in a business environment 

• PEOPLE, PROJECT, AND PROGRAM SKILLS - Effective teamwork skills and cross-
functional collaborative capacity. Ability to either take direction or work 
independently as the situation requires. 

• LEADERSHIP - Flexible, energetic, and outcomes-oriented self-starter who brings 
a creative approach to solving problems. Capacity to interact effectively and 
build partnerships with both our internal and external stakeholders, 



supporters, donors, members, visitors, and volunteers. Strong administrative 
skills. Ability to multitask, see many sides to complex issues, and perform at high 
standards with a collegial team. 

• CULTURAL COMPETENCIES - Model a responsibility to self-awareness and 
awareness of others to recognize that individuals bring unique backgrounds, 
beliefs, values, and worldviews. View racial and cultural differences as assets to 
the organization. 

• DIVERSITY, EQUITY, AND INCLUSION - Committed to Craigdarroch Castle’s 
dedication to integrate accountability across all initiatives to support and sustain 
a racially equitable organization. Demonstrate a passion of advancing 
organizational EDI objectives and influencing others to approach all work with an 
equity lens. Promote processes and communication that encourage 
organizational cultural competence and inclusion. 

• COMMUNICATION SKILLS - Communicate (writing, listening, and speaking) 
effectively with visitors, members, volunteers, and employees of the 
organization 

• DECISIVE NATURE - Well-honed ability to independently anticipate and analyze 
situations, define problems and objectives, recognize viable alternatives, and 
formulate rapid solutions with understanding of the inherent risks and the 
implications of decisions. 

• COMPUTER Skills – Be versed in Microsoft office, advanced social media skills, 
Microsoft Teams, SharePoint, and other related technology, or have the 
aptitude to learn 

 

Core Functions: 

1. To ensure the visitor experience is always of a high standard using our social media 
platforms and diverse tour offerings. This will include, but not limited to: 

- Working with the Operations & Development Manager to develop Social Media Plan and 
help execute posts in a calendared method to provide consistency across all platforms.  

- Assists with the implementation of our digital media strategies and be the main conduit for 
our social media platforms 

- Assists with the implementation of our outdoor and indoor educational programs and other 
associated programs  

-  Assists with social media accounts using passive and interactive networking and forwards to the 
Operations & Development Manager any interactions that require a more measured response.  

- Assists in implementing history and community programs including neighborhood walks, 
summer camps, festivals, guided tours, and special events both on- and off-site  

- Assists with educational tours with the required equipment and the ability to assist the public 
with various needs. 

- Assists with the development of programs for adults, families, and students. 



- Assists with presentations, specialty tours, and interactive activities around exhibitions or in 
response to themes or annual festivals. 

- Assist with the creation and development of activities for visitors, schools, families, and special 
interest groups. 

- Assist in the ongoing training of volunteers with the proper techniques for interpretive programs 
and how to articulate the program curriculum. 

- Facilitates cultural activities in the local community in response to requests from schools and 
community groups or to promote exhibitions and or programs. 

- Assists in the development of cooperative partnerships with area schools, community 
organizations, and other like institutions for the enhancement and support of the Castle 
Society’s mission 

2.  To ensure a smooth daily operation of the Castle. This will entail, but is not limited to: 

- Assists in the Gift Shop, Admissions Centre and the Museum as needed. 
- Provides a welcoming and informative response to general inquiries and forwards questions or 

messages to the appropriate staff.  
- Enters group bookings received by phone or email into tour calendar and refers questions to the 

Operations & Development Manager. Send confirmations to clients as requested.  
-  Enters event bookings into Calendars once approved by the Operations & Development 

Manager  
-  Provides support for tours and events as requested, maintains records of all tour agents or 

agencies that currently have approved FIT benefits.  
-  Maintains reservation and payment records for all ticketed event orders received by phone or 

email and notifies appropriate staff if follow up is needed  
-  Updates membership database with member enquiries received, history of memberships (start 

dates, gifts, and outdated numbers) and general maintenance of membership contacts 
and notifies the Operations & Development Manager if clarification or follow up is needed.  

-  Updates event database, website/calendars as needed and notifies appropriate staff if follow 
up is required.  

-  Assists the Operations & Development Manager with membership renewal notices, 
newsletters, invitations, and activity fliers.    

-  Maintains adequate supplies of Membership Brochures and maps (translations) for placement 
in the Castle and at trade shows.  

- Monitors supplies, walkways and bathrooms in the Visitor Centre and in the Museum to ensure 
guest comfort, including, but not limited to: restocking bathrooms, wiping up spills, restocking 
brochures, fliers, checking lockers, etc.  

-  Monitors the operation and maintenance of office equipment and supplies for office 
and related equipment and places orders when the Administrative Assistant is on vacation.  

-  Assists with opening and closing of the building including cashier duties. (as assigned)  
-  Responds to emergency alarms as required.  
- Performs other duties of this position or related positions as may become necessary or as 

directed by the Operations and Development Manager and the Executive Director. 
- Assists the Operations & Development Manager with Facility use Events, including weddings, 

corporate events, conventions, conferences, and to assist with all facets of the events, including, 
but not limited to: docent, table bussing, set up and pull don, cleaning duties, coat check, and 
any other duties required to fulfill the function.  



These essential job functions are not to be construed as a complete statement of all duties 
performed. Employees will be required to perform other job-related duties as required. 

 

This is a full time (30-40 hours, flexibly scheduled), non-exempt, hourly and benefit eligible position. The 
hourly rate for this position is $19.21.  This position is eligible for employee benefits: medical, dental, 
RRSP, vacation, sick leave, and holiday pay. The Castle is open to the public 7 days a week and this 
position requires the incumbent to work on weekends and some evenings so flexibility to meet the 
needs of the organization is important. 


