Museum Assistant Position at the Anna Bemis Palmer Museum 
Department: York Parks & Recreation
Reports To: Athletic and Museum Coordinator
Status: Part-Time
Classification: Specialist I
Grade:  C1-1
Position Summary
The Museum Assistant serves as on-site support to ensure the Anna Bemis Palmer Museum remains open, welcoming, and properly maintained during times when full-time staff are unavailable. This position provides customer service to visitors, monitors exhibits, and supports basic operational functions in alignment with York Parks & Recreation standards.
Essential Duties & Responsibilities
Customer Service & Visitor Support
· Greet visitors in a friendly and professional manner.
· Provide basic information about exhibits, museum history, and community programs.
· Monitor visitor activity to ensure exhibits are respected and facility rules are followed.
· Address minor visitor concerns and communicate issues to full-time staff as needed.
Facility Monitoring & Care
· Ensure museum areas remain clean, organized, and presentable during open hours.
· Open and close the museum according to established procedures.
· Monitor building security and report concerns promptly.
Administrative Support
· Assist with basic record keeping or visitor logs as assigned.
· Support special events or educational activities when needed.
· Perform additional duties as assigned to support museum operations.
Qualifications
· Must be at least 18 years of age.
· Strong customer service and communication skills.
· Dependable and able to work independently.
· Interest in local history or museum operations preferred.
Key Traits
· Professional and welcoming demeanor
· Responsible and trustworthy
· Detail-oriented and observant
· Able to work independently
· Positive representative of York Parks & Recreation
Why This Role Matters
The Museum Assistant ensures continued public access to the Anna Bemis Palmer Museum during staff absences, supporting community engagement and preserving local history. This role helps maintain a welcoming and well-managed environment for visitors.

Apply online at www.cityofyork.ne.gov,  email application to dpfeifer@cityofyork.ne.gov  or mail/drop off to Denise Pfeifer, HR Director, 100 E. 4th Street, York NE 68467. 
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