
  
  

Wellfield   Botanic   Gardens   -   Visitors   Cottage   Associate   
  

Our   Visitors   Cottage   (VC)   environment   varies   with   the   weather   and   the   seasons.   It   runs   the   gamut   from   quiet   in   the   
off-season   to   fast-paced   and   sometimes   chaotic   during   our   busy   seasons.   Our   ideal   associates   will   be   flexible   enough   to   
handle   both!   Duties   include   all   of   the   following:   
  

-   Greet   visitors   and   members   in   a   friendly,   professional   and   attentive   manner.   Assist   with   entry   to   the   Gardens   and   answer   
questions;   requires   knowledge   of   the   history   of   the   Gardens   and   of   current/upcoming   projects   and   items   in   bloom.   Must   
be   able   to   efficiently   and   accurately   enforce   WBG   visitation   protocols.   
-   Serve   as   a   membership/customer   service   representative   at   the   Visitor’s   Cottage   (VC).   Must   be   able   to   efficiently   and   
accurately   process   payment   for   admissions,   handle   new   memberships   and   renewals,   sell   tickets   to   special   
events/programs   and   retail   merchandise   using   our   Altru   software.   
-   Answer   phones   and   accurately   answer   caller’s   questions   and/or   forward   calls   to   the   appropriate   staff   member.   
-   Open   and   Close   Visitors   Cottage,   using   security   alarm   and   key   provided.   Follow   opening   and   closing   checklists   to   
ensure   all   tasks   are   completed   every   time.   
-   Open,   then   correctly   reconcile   cash   drawer   each   shift,   using   checklists   provided.   
-   Monitor   forms   needed   to   process   visitors,   requesting   extra   in   a   timely   manner.   Restock   visitor   displays   and   retail   area   as   
needed,   communicating   to   manager   if   more   supplies   are   needed.   
-   Maintain   a   clean,   friendly   and   welcoming   environment   in   the   Visitor’s   Cottage.   
-   Maintain   and   spot   clean   VC   and   (seasonally)   Garden   Restrooms.   
-   Work   with   and   direct   VC   volunteers,   Education   and   Event   staff   and   volunteers   as   needed.   
-   Assist   with   special   events   and   programs   as   needed.   
-   Work   with   the   rest   of   our   Wellfield   team   as   needed.   

  
Qualifications:   
-   The   ability   to   interact   positively   with   members,   donors,   potential   donors   and   co-workers   in   a   professional   and   friendly   
manner,   in   person,   by   telephone,   or   by   e-mail.   
-   Must   be   able   to   work   weekend   days,   some   holidays   (WBG   is   closed   Thanksgiving,   Christmas   and   New   Year’s   Day),   
some   evenings,   and   to   flex   hours   when   necessary.   
-   Experience   in   sales   and   customer   service   is   a   plus.   
-   Experience   with   nonprofit   membership   and/or   development   is   a   plus.   
-   Knowledge   of   Google   apps   is   a   plus.   
-   Database   software   experience   is   helpful;   Altru   preferred.   
-   The   ability   to   handle   cash   and   credit   card   receipts   with   integrity.   
-   CPR/First   Aid/AED   training   a   plus.   

  
Physical   Demands:   
-   Primarily   an   indoor,   office   setting.   Frequent   standing,   walking,   bending,   listening,   speaking,   and   keyboarding.   Outside   
work   is   often   required   during   events.   
-   Use   of   office   equipment   including   computers,   telephones,   copiers,   scanners.   As   most   of   our   software   is   cloud-based,   
ability   to   utilize   these   items   on   a   phone   or   tablet   off-site   is   sometimes   required.   
-   Ability   to   walk,   outside,   up   to   ½   mile   at   a   time   to   tour   the   Gardens,   maintain   the   Garden   restrooms,   and   retrieve   the   mail.   
-   Some   requirements   for   lifting,   pushing   or   pulling   items   less   than   30   pounds.   Ability   to   accept   delivery   of   packages   of   
varying   contents   and   weights   (asking   for   assistance   if   needed).   


