Front Desk Associate
Emerald Coast Science Center, Fort Walton Beach FL
Classification: Flexible - Part-time, approximately 12-20 hrs a week
We are seeking a friendly, professional, and detail-oriented Front Desk Associate to be the first point of contact for our visitors. In this role, you will create a welcoming and informative environment for families, ensuring that their experience at our museum is both enjoyable and memorable. Your primary responsibility will be assisting guests with admissions, providing information about exhibits and activities, and managing daily operations at the front desk.
Key Responsibilities:
· Greet visitors with a warm, friendly demeanor and provide exceptional customer service at all times.
· Handle ticketing and admission transactions accurately, ensuring all details are entered correctly into our system.
· Answer questions regarding museum exhibits, programs, schedules, and special events.
· Maintain an organized, clean, and inviting front desk area.
· Track sign-ups and payments
· Cleaning, vacuuming, care of exhibits, and Museum areas.
· Provide information on membership benefits and encourage memberships to support museum programs.
· Respond promptly and professionally to any guest concerns or requests.
· Assist with scheduling birthday parties and educational programs.
· Work closely with other museum departments to ensure smooth operations and a high-quality guest experience.
· The ability to maintain a high level of attention to detail when processing payments, entering information, and managing data.
· Ability to work a flexible schedule, including at least 2 Saturdays a month
Qualifications:
· High school diploma or equivalent; some college coursework is a plus.
· Previous experience in customer service, especially in a fast-paced environment, is preferred.
· Strong attention to detail with the ability to handle multiple tasks efficiently.
· Excellent communication and interpersonal skills.
· Comfortable working with children and families in a dynamic and interactive environment.
· Self-starter with strong initiative and willingness to learn.
· A positive, team-oriented attitude with a passion for enriching children's learning experiences.
What We Offer:
· Flexible Schedule
· A fun, creative, and supportive work environment.
· Opportunities to learn new skills
· The chance to make a positive impact on children and families through education and play.
If you are detail-oriented, energetic, and passionate about providing an exceptional guest experience, we would love to hear from you!
P.S.  Stuff you should know
The front desk associate generally works in a climate-controlled environment. Tasks
require a variety of physical activities, generally not involving muscular strain (up to 50
lbs.), related to walking, standing, stooping, sitting, reaching, lifting, etc.  
The Emerald Coast Science Center values the diversity of culture and thought, and
seeks talented, qualified employees in all its operations, regardless of race, gender,
national origin, religion, sexual orientation, disability, age, or any other protected
classification under country or local law.

