
 

 

LEAD VISITOR SERVICES OFFICER 
 

OVERVIEW: Provide customer service and security while implementing security 
policies and procedures related to the protection of art, the security of 
museum facilities, and the safety and protection of staff and visitors.  
Provides work direction and guidance to assigned Visitor Services 
Officers (VSOs) on a designation floor/area of responsibility.   

 
FLSA STATUS: Non-exempt  REPORTS TO: Security Supervisor 
  
This is a full-time position with opportunity for advancement, competitive benefits, 
including medical, dental, transportation.  PAY: $13.01 per hour 
 
ESSENTIAL FUNCTIONS: 

1. Personally provides security for galleries, public spaces, meeting rooms, offices, 
storage areas, traffic corridors, and physical plants.  Regulates and controls traffic 
through the galleries; ensure the smooth operation of special events, previews, and 
receptions. 

2. Be a customer service role model for other staff, volunteers, and visitors while 
helping to assure visitor safety and enjoyment.  Inform visitors of museum rules, 
regulations, and appropriate conduct/behavior. 

3. Personally completes the opening/closing checklist for defined floor space/area of 
responsibility. Turns on any art or AV equipment prior to Museum opening and after 
closing. 

4. Provides work direction to VSOs on designated floor/area;  This includes being 
responsible for gallery VSO deployment and to routinely verify during the shift that 
the assigned VSOs are adequately covering their assignments, understand 
evacuation procedures and gallery rules, and are able to answer visitor/member 
questions.   

5. Routinely monitors and assures floor /area of assignment remains clean and orderly; 
notifies Supervisor of issues needing attention. 

6. Personally handles/resolves situations involving visitors or members that are 
outside the scope or expertise of their assigned VSOs.  

7. Coordinates and manages schedule of breaks/lunches for assigned VSOs; 
coordinates with Supervisor for backup coverage. 

8. Observes artwork for change of any kind; reports problems to supervisor for 
immediate notification to registrar; reports any building conditions requiring 
attention to maintenance. 

9. Cooperates with Admissions, Membership, and volunteers to learn and convey 
Museum information to enhance the visitor’s Museum experience. 

10. Maintains knowledge of current policies, procedures, and security system operation 
in order to correctly implement judgment and actions for protection of art, security 
of park facilities, and the safety and protection of Museum staff and visitors. 

11. Reports emergencies as well as administer first aid and respond to calls for 
emergency assistance. 

12. Investigates situations and assures incident reports are completed as required. 



 

 

13. Participates in training programs for emergency situations, including fire, theft, and 
vandalism. 

14. Perform other duties as assigned. 

 
 

QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. High School graduate or GED.  Additional education and/or training in law 
enforcement, safety, or other security areas are highly desirable. 

2. One year of experience in a position requiring protective, safety, and/or security 
work.  

3. Demonstrated customer service skills. 
4. Good interpersonal, written and oral communication skills; ability to communicate 

effectively and project a professional image when giving and taking information in 
writing, in person, and over the phone. 

5. Ability to use independent judgment and discretion to make immediate decisions 
related to enforcement of regulations. 

6. Some exposure or experience monitoring various types of alarms as well as 
providing building access security for areas with access limitations. 

7. Ability to exercise excellent judgment by carrying out established policies and 
procedures for security and safety of people, artwork and Museum facilities in a 
complete, consistent, and timely manner. 

8. Flexibility, adaptability, and ability to change in a dynamically moving event-driven 
environment. 

9. Must have the ability to remain calm in stressful situations and help resolve 
customer complaints. 

10. Ability to adhere to Museum policies and to support management decisions in a 
positive, professional manner. 

 
The Seattle Art Museum will consider reasonable accommodations for those applicants with disabilities who 
may need a reasonable accommodation to perform the essential functions/duties.    Please contact the 
Human Resources Department for additional information. 
 
Seattle Art Museum is committed to diversity and inclusion.  Qualified individuals who bring diverse 
perspectives to the workplace are especially encouraged to apply. 
 
 

TO APPLY:   Please visit http://visitsam.org/careers for specific instructions on how to submit SAM employment 
application, cover letter and resume.   
 
Deadline: Open Until Filled 

http://visitsam.org/careers

