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EVENT LEAD JOB DESCRIPTION

Title:		  Woodrow Wilson House Event Lead         
Division:	   Preservation
Department:  Historic Sites
Office:	   Woodrow Wilson House
Supervisor:	   Senior Manager of Business and Operations 
Grade:	   Hourly     OT Status:   Non- Exempt        Budget Status:   Core

JOB SUMMARY
Each Event Lead represents The President Woodrow Wilson House and the National Trust for Historic Preservation to the visiting public and clients through Special Property Use (event rentals). 

DUTIES
· This position requires flexibility, as the schedule will vary, and the applicant must be available to work evenings, weekends, and holidays.
· Play a crucial role in ensuring that all events run smoothly and meet the expectations of clients and guests.
· The role demands a proven ability to establish and maintain effective working relationships with staff, volunteers, vendors, and the public, exercising tact and diplomacy at all times.
· Responsible for executing facility set-ups based on client instructions.
· Oversee all Wilson House part-time staff working on site during the event. This includes Wilson House Guides and Security Guides. 
· Ensure all events run smoothly and meet client expectations.
· Work with the Historic Site and Events Manager to create schedule and meeting times to review event logistics. 
· Convey the mission of the House and the National Trust for Historic Preservation, including announcing current initiatives and upcoming programs and events.
· Assist in providing collections security (building, objects, grounds) and visitor safety, responding calmly and professionally to emergencies and promptly notifying supervisor of incidents or unsafe conditions.
· Responsible for the daily opening/set-up/closing duties of the house and public spaces of the site for events in accordance with procedures established by the House and the National Trust.
· Monitor appearance of common areas in the building and gallery and alert maintenance or management staff as appropriate.
· Provide information to visitors to the site.
· In the Gift Shop, demonstrate product knowledge to assist customers/visitors, whether with shop purchases using register system, questions, directions or other needs, providing accurate information to the public.
· Provide exceptional customer service to all House guests and interact positively and professionally with all House colleagues.
· Attend all required in-service training sessions and contribute insights drawn from event and visitor response.  
· Assist with set-up, clean-up, and other logistics for programs and special events, as needed.

QUALIFICATIONS
1. Effective and engaging presentation skills, tempered with the ability of succinct expression. Excellent verbal and written communication skills, with ability to speak and read English fluently. 
1. Guides are expected to dress professionally (business casual acceptable, closed-toed shoes required) reflecting museum’s public facing role.  
1. Some experience in public speaking, acting and presenting educational or promotional information to the public or other customer service role. Experience in a museum or historic or cultural setting a plus. 
1. Demonstrated ability to engage effectively with culturally diverse audiences, and audiences of varying ages.  
1. Basic problem-solving skills, including issue identification and prioritization.
1. Ability to perform conflict resolution or deal with aggressive behavior from visitors. 
1. Ability to adapt and be flexible in a dynamic work environment.
1. Ability to continually develop skills related to use of rapidly changing technology and communications best practices.
1. Must be able to work weekends and some holidays desirable
1. Ability to stand for periods up to an eight hours and to climb stairs.
1. Two years of college or equivalent work experience in historic site interpretation, acting, teaching or other related field required; studies in history, architecture or other topics related to specific site programs preferred. 
To apply, please email mlmiller@savingplaces.org and jpucher@savingplaces.org with a current resume and cover letter.
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Save the past. Enrich the future.




