
 
 

Job Description 
Museum Store Manager 

 
Classification: Non-Exempt            Reports To: Executive Director 
Hours: Tuesday – Saturday, 9:30 am – 5:00 pm.  Additional hours may be required during 
events and to complete special projects. 
 

Description of the Museum and Its Mission 

The Metal Museum is the only museum of its kind in the country dedicated to the 
advancement of the art and craft of fine metalwork.  The Museum engages the metals 
community and the surrounding region through exhibitions, collections of fine 
metalwork, educational programs and publications featuring artists of national and 
international importance to the field.  The permanent collection and exhibition program 
reflect a wide range and mixture of metalsmithing, including ferrous and nonferrous 
metals, hollowware, jewelry and architectural elements. With its unique focus on 
artwork and fine crafts made in metal, the Metal Museum helps initiate and promote 
dialogue and understanding of the field and its relevance in our modern culture. 
 

Purpose of the Position 

Further the mission of the Metal Museum by offering professional retail opportunities to 
working metalsmiths and educating our audience about the value of fine metal craft. 
  
Essential Functions and Responsibilities 

1. Customer Service, including but not limited to greeting visitors, answering phones 
and attending the Museum Store counter. 

2. Inventory database management – All incoming items for the Museum Store 
must be processed according to established guidelines, which include but are 
not limited to using a standardized numbering system, data entry at the time of 
order and management of Museum POS software.  

3. All ordering, including use of Museum POS software to determine inventory 
needs. 

4. Train staff to assist with sales when Museum Store Manager is not on duty.   
5. Maintain Museum Store handbook, which includes all responsibilities, special 

offers, procedures, Museum history and current press materials. 
6. Store merchandising, including but not limited to item placement and 

movement as well as working with appropriate staff for other needs.  
Merchandise should be moved, at minimum, before each opening and before 
major events. 

7. Work with the Metals Shop to develop product line made at the Museum for sale 
in the Museum Store and at special events. 



8. Work with the Metals Shop and Museum Staff to determine off-site sales 
opportunities and staffing of special events (both on-site and off-site). 

9. Develop four “curated” for-sale exhibitions each year to be displayed in a 
gallery extension of the Museum Store. 

10. Develop and implement a plan for “stocking” and marketing the online gift 
store, process online orders and maintain online inventory. 

11. Prepare monthly reports that track revenue, expenses and inventory turnover. 
12. Prepare consignment reports for artist payment.   
13. Develop a marketing plan that includes placement of ads, special offers, 

coupons, events and other incentives.  This plan should be incorporated with 
other marketing plans and have measurable results. 

14. Other responsibilities include, but are not limited to greeting guests, monitoring 
cleanliness of the buildings, assisting with events and other reasonable requests 
made by the Executive Director. 
 

Other 
1. Attendance at conferences / markets at the discretion of the Executive Director. 
2. All staff should be available during openings and other events. 
3. All staff should be available for the week before, during and after Repair Days. 

 

Qualifications 

Education:  Business Degree or Metalsmithing degree preferred 
Experience:  Two years minimum retail management experience.  
Preferred Qualifications: 

 Familiar with Point of Sales software, excel, photoshop, word, and basic web site 
management 

 Familiar with consignment and wholesale sales 
 Outgoing personality 
 Knowledge of various metalsmithing techniques used by the artists represented 

in the Museum Store 
 Willing to work independently and as part of a team 

 

Compensation and Benefits 

Starting salary range is $32,000 to $35,000.  Salary is contingent on experience and ability to 
generate revenue through museum store sales.  Benefits include health insurance and a 3% 
Simple IRA employer match after 2 years of employment.  
 

To Apply 

Send cover letter, resume and three references to Carissa Hussong, Executive Director, at 
carissa@metalmuseum.org.  Please, no phone calls. 
   


