
Job Description  
 
Job Title:   Manager, Retail and Visitor Services 
Reports to:   Director of Operations and Administration 
Salary:  Salary commensurate with experience 
 
Job Description 
The Manager of Retail and Visitor Services directs all aspects of retail operations and 
the visitor experience at the Detroit Historical Museum and Dossin Great Lakes 
Museum, and manages the Society’s online store in collaboration with the Marketing 
team.  Located in Detroit’s most up-and-coming neighborhoods, Midtown and Belle 
Isle, our museums are in the middle of the city’s arts and culture and retail centers. 
 
The ideal candidate will have extensive retail management experience, excellent 
financial management and analytical skills.  Experience in administrative and project 
management and the ability to train, manage and motivate staff with a positive attitude, 
tact and a sense of humor. 
 
Specific duties include: 
The ideal candidate will bring a creative entrepreneurial spirit to their day-today 
activities, including management and supervision of the museum stores, including 
product and vendor selection, new merchandise development, administrative 
reporting, merchandising and inventory control while creating an engaging and 
innovative retail experience.   
 
Reaching annual revenue goals while managing an inventory budget. 
 
Management of the overall visitor services department, hiring, training, scheduling and 
managing all visitor services personnel. Administering the processes and procedures 
associated with the admissions desks at both museums including cash handling 
processes and procedures. 
 
Working closely with the all departments to ensure the smooth execution of tours, 
promotions and special events 
 
Working as a member of the overall operations team to ensure that both facilities are 
managed in an efficient and effective manner on a daily basis. 
 
Creating and maintaining a motivating work environment for the visitor services team  
 
Job Requirements: 
Bachelor’s degree or equivalent work experience required 
2-4 years of personnel and project management experience, preferably in retail 
management or customer service-oriented setting 
Excellent interpersonal skills, including the ability to work well with individuals of 
diverse backgrounds 



High level of professionalism and customer service 
Significant administrative capabilities, including the ability to compile data into 
workable reports and to manage complex processes and procedures 
Ability to multi-task and work in a fast-paced, often changing environment 
Ability to work independently, yet as a contributing member of the overall Society staff 
Ability to work occasional weekends and evenings  
Must have reliable transportation in order to visit both museums 
 


