
 

 

Lead Floor 

Manager 

 

JOB DESCRIPTION  

 

Title: 

 

Employee Classification: 

 

Work Schedule: 

 

 

 

Reports To: 

Lead Floor Manager 

 

Non-exempt, full-time, hourly 32+ 

 

Job share position: 

Wednesday - Friday (9:00am – 5:30pm), Saturday (9:00am – 6:30pm).  Some late 

nights required. 

 

Director of Operations 

Job Purpose: Promote the Seattle Children’s Museum mission and support the Museum Team 

by managing the customer experience, coordinating activities for the floor staff 

and maintaining a clean and safe environment for our guests. 

 

ESSENTIAL DUTIES ANS RESPONSIBILITIES: 

1. 50% MANAGE THE MUSEUM 

EXPERIENCE BY: 
2. 25% MAINTAINS EXHIBIT AND CLEANING 

STANDARDS BY: 

   Providing excellent customer 

service to daily visitors. 

 Managing customer complaints, 

incidents and accidents. 

 Interacting with guests (adults and 

children) to confirm excellent 

experiences. 

 Taking the lead in emergency 

situations and safety issues. 

 Coach Floor, Entrance and 

Volunteer staff on maintain 

positive customer interactions. 

 Overseeing the opening and 

closing the tills. 

 Assigning breaks, lunches and 

duties to the Floor, Entrance and 

Volunteer staff. 

   Overseeing and assisting Floor staff in 

maintaining opening and closing 

standards. 

 Overseeing and assisting Floor staff in 

maintaining open hour’s standards. 

 Updating all cleanliness standards as 

needed based on changes to the 

museum and/or its procedures. 

 Working with the Facilities Manager 

to get props or exhibits repaired or 

replaced when damaged. 

3. 15% COMPLETE ADMINISTRATIVE 

TASKS BY: 
4. 10% SUPPORT THE MUSEUM AS A WHOLE 

BY: 

   Ordering necessary supplies. 

 Overseeing the Museum’s 

adherence to Safety Policies. 

 Communicate with the Facilities 

Manager concerning exhibit 

repairs. 

 Managing direct reports, 

   Supporting the staff in completing 

their customer facing duties. 

 Assisting in additional tasks as 

assigned. 

 Assisting in areas as indicated by 

Executive Director. 

 Keeping up to date on museum 



including; training, reviews and 

coaching. 

 Participating in scheduling for 

museum staff. 

policies, programs and special events. 

 Participating in training sessions to 

review known material and learn new 

material. 

 Lead After Hours parties as needed. 

 Assist with special events. 

 

 

 

 

 

 

JOB QUALIFICATIONS 

 

EDUCATION:   High school diploma or GED required, A.A. or B.A. preferred 

 

EXPERIENCE:   Familiarity with a fast-paced work environment.  A minimum of 5 years of B2C 

customer service experience.  Previous customer service training. Experience as a 

shift lead, line supervisor or equivalent experience preferred.  Experience 

(personal or professional) interacting with kids (birth to 10). Experience in 

maintaining cleanliness standards preferred. Experience managing volunteers a 

plus. 

 

SKILLS & ABILITIES:   Ability to interact with children, parents, grandparents, nannies and other guests 

in a professional manner.  Excellent customer service skills and training in a 

customer service style/program. Excellent multitasking abilities. Strong 

communication skills, flexibility and responsibility, decision making skills, and 

leadership skills.  Ability to lead peers and volunteers to achieve a common goal. 

Ability to lift 50lbs.   

 

 

 

Please sign below stating you have read and understand the above job description. 

 

 

 

Employee’s Signature         Date 

 

 


