
Marketing and Visitor Experience Coordinator 
for The History Center in Tompkins County 

Please include the following materials in your application 

1. Cover letter detailing qualifications and interest in the position. 

2. A maximum of 3 references, with at least two from a professional colleague or 

supervisor able to discuss your work in detail. 

3. Resume 

Application materials can be emailed to Benjamin Sandberg at 

director@thehistorycenter.net, with a subject line “Marketing and Visitor Experience.” 

Applications can also be mailed or delivered to 110 N. Tioga St. Ithaca, NY 14850. All 

applications requested by Monday, October 7th. 

Details 

 Full time position at 37.5 hours/per week in a non-exempt position 

 $18.75 hourly rate, $36,500 per year based on 26 bi-weekly pay periods. 

 Paid vacation, holidays, sick and personal days 

 Hours are based on The History Center’s hours of operation. The position requires 

regular weekend hours, and occasional evening hours as needed. 

The Marketing and Visitor Experience Coordinator is responsible for all marketing efforts for 

The History Center in Tompkins County. In close partnership with the organization’s other 

departments, marketing includes institutional branding, program and event advertisement, and 

curating museum website and social media content. Broadly, the position is one of the primary 

public facing positions, and helps shape the institution’s community outreach efforts. 

The second major component of the position is overseeing the in-person visitor experience for 

The History Center in Tompkins County. The position is responsible for training and scheduling 

volunteer docents, opening and closing the museum, and limited oversight of the organization’s 

small retail operations. 

In addition to the roles outlined above, the Marketing and Visitor Experience Coordinator will 

provide event support as needed. Please refer to responsibilities as outlined below:  

Marketing and Community Outreach (45%) 

 Produce and generate bi-monthly newsletter highlighting events, exhibits, and 

museum programs. 

 Manage The History Center’s website and social media presence. Create posts and 

content for each platform, curate feeds, and build a digital audience. 

 Develop and maintain relationships with relevant media outlets. 

 Promote the visibility of The History Center’s collections and archives. 

 Present and implement direct marketing strategies related to events, programs, email 

campaigns, fundraising/development, and other visitor interaction opportunities. 

 Build and maintain professional relationships with community partners.  

mailto:director@thehistorycenter.net


Visitor Experience (40%) 

 Oversight of the Museum space, including opening and closing the exhibit hall, and 

safety and attractiveness to the public. 

 Manage and train volunteers to be effective docents, in partnership with other 

organizational staff. Includes creating and overseeing docent schedule for regular 

operations of the exhibit hall, and growing docent program. 

 Collect and report monthly visitor statistics, and other community engagement data. 

Other Duties As Assigned (15%) 

 Provide support for organizational events and programming on an as-needed basis. 

 Manage limited retail sales on site, and at events as needed. 

What Does Success In This Position Look Like? 

We value candidates with diverse backgrounds and experiences. We’re looking for someone to build 

meaningful connections with our growing audience. Traditionally for us, this means keeping in touch 

through a regular newsletter, social media content, and updating our website. Success maintains the 

relationships with our existing History Center family, and helps develop new supporters for our 

programming. We hope you’re as excited as we are about The History Center’s archives, collections, and 

youth programming. We want your help to share our enthusiasm! 

Success also includes working with an incredible and growing group of docents to create a welcoming 

community environment. The position requires a majority of fixed hours, but we can work with you to the 

best of our ability to create a reliable schedule that fits your needs. We hope you’ll look forward to 

working with the public, and share our passion about local history. 

Finally, success starts by supporting each other on The History Center staff – we work closely together, 

and often help each other beyond our assigned duties. Your diverse set of experiences and interests will 

help teach us something new every day. Our new space at The Tompkins Center for History and Culture 

is an incredible opportunity to learn and grow together. We hope you’ll consider applying –  our own 

extensive range of background experiences shows that diverse backgrounds can be successful here! 

Desired Skills 

 Website management and social media production. 

 Excellent written, verbal, and communication skills. 

 Experience with digital design (Adobe CC preferred) and Microsoft Office suite, or 

demonstrated ability to learn software programs. 

 Demonstrated passion for local/public history. 

 Experience working for a non-profit organization. 

 Ability to oversee and manage volunteers. 

Educational and Professional Qualifications: 

 Bachelor’s degree preferred or a combination of relevant experience and education. 


