
General Notes 

About the Harry Ransom Center:  

The Ransom Center is an interna�onally renowned humani�es research library and museum at The 
University of Texas at Aus�n. Its extensive collec�ons provide unique insight into the crea�ve process of 
writers and ar�sts, deepening our understanding and apprecia�on of literature, photography, film, art, 
and the performing arts. Visitors engage with the Center's collec�ons through research and study, 
exhibi�ons, publica�ons, and a rich variety of program offerings including readings, talks, symposia, and 
film screenings.  

The Ransom Center encourages discovery, inspires crea�vity, and advances understanding of the 
humani�es for a broad audience through the preserva�on and sharing of its extraordinary collec�ons.  

The Ransom Center welcomes and respects all individuals and communi�es by valuing and maintaining 
awareness of broad perspec�ves and experiences. To learn more about our ins�tu�onal mission and 
values, visit: htps://www.hrc.utexas.edu/about/#mission-values.  

 

Purpose 

To serve as front desk staff at the Harry Ransom Center, which includes welcoming visitors, accep�ng 
dona�ons, selling merchandise in the Ransom Center shop, and providing excep�onal customer service 
to Harry Ransom Center visitors while enforcing museum policies and procedures. This role provides 
administra�ve support for the Ransom Center shop and volunteer events. 

 

Responsibili�es 

• Welcome visitors and tour groups; provide collec�on and exhibi�on assistance to visitors of the 
Ransom Center galleries. Work collabora�vely with visitor services volunteers. 

• Process dona�ons and merchandise sales as part of the Visitor Services team, using a credit card 
machine and cash handling. Establish and record sales and receipts, using a point-of-sale 
program. Restock merchandise in the gi� shop. Prepare shop financial reports. 

• Update volunteer website with exhibi�on research and policies. 

• Collect email addresses, visitor numbers, and conduct visitor experience surveys with visitors to 
the Center. 

• Assist with scheduling and training for Visitor Services volunteers. Assist in scheduling and 
confirming group and school tours. Provide recommenda�ons and research on Visitor Services 
desk role and ac�vi�es. 

• Other related func�ons as assigned. 

 

Required Qualifica�ons 

https://www.hrc.utexas.edu/about/#mission-values


• 2 years of experience in customer service or front desk coordina�on. 

• Proficiency in Microso� Word, Excel, and PowerPoint 

• Experience keeping organized records. 

• Strong organiza�on, �me management, and writen, verbal, and interpersonal communica�on 
skills. 

• Ability to develop collabora�ve partnerships with campus and community members. 

• Ability to interact posi�vely and communicate clearly with supervisor, co-workers, and all 
cons�tuents including faculty, staff, volunteers, and students. 

• Availability on weekends. 

 

Relevant education and experience may be substituted as appropriate. 

 

Preferred Qualifica�ons 

• 3 or more years of experience in customer service or front desk coordina�on. 

• UT administra�ve experience; knowledge of university policies and procedures. 

• Excellent communica�on skills and ability to manage front desk du�es. 

• Expert level aten�on to detail, including documenta�on of standards for future work. 

• Demonstrated ability to manage mul�ple concurrent projects and �me. 

• Familiarity with library or museum visitor services field knowledge. 

 

Salary Range 

$40,000 

 

Working Condi�ons 

Standard office condi�ons. 

 

Work Shi� 

40 hours per week. Must be available to work weekends and some evenings. 

 



Required Materials 

• Resume/CV 

• 3 work references with their contact informa�on; at least one reference should be from a 
supervisor 

• Leter of interest 

 

For further informa�on and to apply for the posi�on, please see the full job pos�ng:  
htps://utaus�n.wd1.myworkdayjobs.com/UTstaff/job/UT-MAIN-CAMPUS/Visitor-Services-Assistant-I--
Harry-Ransom-Center_R_00033217  
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