
Furnace Town Living Heritage Village 

Job Description 

Gift Shop Associate 

 
POSITION: Gift Shop Associate 

 

REPORTS TO: Executive Director 

 

SCOPE: This is a part-time seasonal hourly-wage position, with flexible scheduling.  

 

OVERVIEW:   The Gift Shop Associate is the first point of contact for visitors, and wears 

office casual attire or period-appropriate costume (provided) during school tours. This 

individual must be able to work well with the public; communicate clearly, easily and 

enthusiastically; and enjoy sharing information about the Village and its activities. The 

Gift Shop Associate works the register and keeps the Gift Shop stocked and the Visitor 

Center clean and looking good.  The Gift Shop Associate opens all of the buildings on 

site upon arrival each morning, and closes the buildings when closing. When there are 

school tours, the Gift Shop Associate teaches an overview of the Mural Wall to each 

group prior to their shopping. 

 

BASIC REQUIREMENTS: Ability to work with the public in a positive, enthusiastic manner.  

Ability to operate a cash register, to learn the POS system, credit card processing and 

maintain accurate daily cash and activity records. Must be able to lift 15 - 20 pounds 

and to spend most of a 7-hour shift standing and moving around (including walking the 

site to open all buildings). Must learn about Furnace Town, past and present in order to 

provide appropriate orientation for visitors and school groups and answer questions. 

 

RESPONSIBILITIES INCLUDE BUT ARE NOT LIMITED TO: 

 

1.  Opening and closing all buildings at Furnace Town as soon as you arrive and before 

you leave. 

2.  Greeting visitors in a welcoming manner, taking admissions, providing orientation, 

and maintaining daily, weekly and survey statistics. 

3.  Processing sales from the Village Store while maintaining accurate daily cash tallies 

(cash, credit cards, checks). 

4.  Maintaining basic cleanliness of Visitor Center downstairs: sweeping floors, dusting; 

cleaning up spills as needed; spot-cleaning floors as needed. 

5.  Checking restrooms daily and replenishing paper supplies as needed; ensuring 

restrooms are clean – especially after group use; notifying the Executive Director if 

further restroom maintenance is needed.   

6.  Emptying trash cans in bathrooms, The Gathering Room and at Associate’s counter 

daily or more often as needed. 

7.  In Village Store: keeping shelves and displays stocked, neat, clean and arranged. 

8.  Maintaining records as requested by the Executive Director. 

9.  Maintaining a steady “flow” during heavy visitation and keeping to a schedule 

during group tours. 

10.  Assist with projects (mailings, light office work) as requested by the Executive 

Director. 

11. Other duties as assigned by the Executive Director. 

 


