
 
 

Position Description 
 

 
 
Date Posted:    October 22, 2016 
 
Position Title:    Guest Services Host/Gift Shop Manager 
 
Immediate Supervisor:  Guest Services Coordinator 
 
Category:     Part time, regular 
 
Schedule:  Typically 20-25 hours per week. Consistent part-time weekday hours with 

alternating weekend shifts. Occasional evening hours required for “all staff” 
events. 

 
Benefits Eligible?  No 
 
Mission Statement:  to inspire people to care for the environment by providing experiences that lead 
them to understand their connection to the natural world. 
 
Philosophy: Each member of the Kalamazoo Nature Center team is expected to actively support the 
KNC mission while providing highly professional customer care. 
 
Summary of Position: Manage Expedition Shop operations and cover regular Guest Services Desk 
hours. Responsibilities include merchandising appropriately to reflect our mission and collection 
through authentic, educational, and high quality products. Proceeds from the Expedition Shop support 
programs and services of the Kalamazoo Nature Center. 
 
Primary Duties – Expedition Shop Management 

• Order, price and display gift shop merchandise 
• Operate Expedition Shop to achieve annual profitability goals 
• Manage appropriate levels of gift shop inventory 
• Coordinate and oversee annual physical inventory 
• With assistance from supervisor, hire, train, schedule and support gift shop volunteers 
• With assistance from supervisor, establish annual gift shop budget with profitability goals 
• Monitor monthly financial reports and provide explanations/plans relative to variances from goals 
• Represent Expedition Shop at bi-monthly editorial meetings and plan merchandise purchases to reflect 

upcoming programs and activities 
• Work with Communications staff to promote Gift Shop merchandise 

 
Primary Duties – Guest Sevices Desk 

• Maintain regular, weekly Guest Services Desk and off-desk hours 
• Cover regular weekend shifts on a rotation with other Guest Services staff 
• Provide exceptional customer service to all KNC visitors, staff and volunteers 
• Greet all visitors promptly and pleasantly 
• Complete daily opening and closing procedures with accuracy 



 
 

• Know current programs, physical attributes and general KNC background in order to answer 
questions, offer directions, and make suggestions to ensure a positive and fulfilling experience 
for each guest and caller 

• Use point of sale system proficiently 
• Use phone system proficiently for communicating both within and outside of KNC 
• Take admissions and promote/sell memberships 
• Answer Expedition Shop merchandise questions and process purchases 
• Promote and sell Hiking Spree program  
• Facilitate program registrations 
• Maintain front desk and gift shop in a clean and organized manner 

 
Secondary Duties 

• Participate in monthly staff meetings 
• Participate in bi-weekly Development Department meetings 
• Other duties as assigned   

 
Qualifications: 

• Commitment to KNC mission and high customer services standards  
• 2+ years working professionally in retail field or bachelors degree comparable to this professional 

experience 
• Experience with volunteer supervision 
• Excellent math skills 
• Excellent organizational skills and ability to manage multiple projects simultaneously 
• Proficiency in MS Office products 
• Proficiency in Google (email, calendar, docs, maps, etc.) 
• Ability to run point of sale systems and adding machines 
• Ability to maintain confidentiality 
• Effective and diplomatic oral and written communication skills 
• Ability to lead within a team setting 
• Take initiative for own tasks and see their relationship to the team’s and organization’s success 
• Holding team members accountable for their tasks   
• Ability to work a flexible schedule that includes regular weekend hours and periodic evening hours 
• Proficient user of point-of-sale-systems, multi-line phone systems and other office equipment 
• Excellent organizational skills and demonstrated ability to manage multiple projects simultaneously 
• Self-directed within established job parameters 
• Able to left up to 50 pounds, stand for long periods of time, and climb ladders 

 
The Kalamazoo Nature Center is an equal opportunity organization that will not discriminate in its 
programs or hiring practices on the basis of race, color, religion, sex, age, ethnic origin, physical or 
mental disability, veteran status, height, weight, sexual orientation or gender identity, marital status, or 
political affiliation.  
 
Application instructions: Send a letter detailing your experience and interest in this position, along with 
a current resume, to: 

Kevin Wordelman, Director of People & Culture 
kwordelman@naturecenter.org 
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