SUSQUEHANNA NATIONAL HERITAGE AREA
POSITION DESCRIPTION

JOB TITLE: Visitor Services Lead
(Part-time, regular position with limited benefits, 20 — 32 hours per week)

POSITION SUMMARY: Join Susquehanna National Heritage Area (SNHA) in SUSQUEHANNA
creating a welcoming and vibrant experience for more than 25,000 visitors we NATIONAL HERITAGE AREA
serve every year! The Visitor Services Lead is responsible for the front desk,

ensuring exceptional customer service, and maintaining visitor-ready facilities at Columbia Crossing
River Trails Center. This position plays a key role in training seasonal staff and volunteers, preparing for
events, and assisting with initiatives that connect visitors to local downtown businesses.

Flexible scheduling is required, including availability for 2 weekends per month, weekdays, and some
evenings. This role is ideal for someone passionate about outdoor recreation and local history, enjoys
helping people, and brings positive energy to every shift.

RESPONSIBILITIES:
Customer Service
= Provide a warm, informed welcome to all guests; share information on local river history, outdoor
recreation, and regional heritage attractions.
Encourage participation in SNHA programs and experiences.
Process program registrations via booking system and merchandise sales via POS system.
Manage inventory and reorder visitor materials including guides and merchandise.
Monitor daily visitor needs and ensure consistent front desk coverage and experience.
Mentor seasonal staff and volunteers in SNHA’s standards for customer service and hospitality.
Maintain a clean, organized, and welcoming public space that reflects pride in place.
Enforce policies and procedures in a friendly and professional manner.
= Perform basic opening/closing procedures, cash handling, and follow safety protocols.
Facility Rentals & Public Programs
= Prepare and reset indoor and outdoor event spaces for rentals and public programs.
= Participate in off-site community events to promote visitation to the center and SNHA programs.
= Assist Visitor Services Manager with rental coordination, including communicating with renters to
confirm event details and being the on-site contact during rentals.
= Provide support for public programs, including answering questions, processing registrations,
welcoming participants, directing guests, assisting presenters, and maintaining front desk
operations while programs are in progress.
= Provide admin support or basic research as assigned, including helping develop visitor resources
focused on maps, guides, and digital content.
= Perform other related duties as needed to support the organization’s mission and operations.

REQUIREMENTS:
» Valid Pennsylvania driver’s license.
Strong background in guest services with proven customer service skills.
Passion for outdoor recreation and local heritage is a strong plus.
Excellent public speaking abilities to effectively communicate with adults and children.
Proficient in conflict management techniques to resolve issues efficiently.
Ability to work outdoors and in varying weather conditions and ability to lift and carry objects
weighing including folding tables and chairs, brochure boxes, etc.

As a condition of employment, the selected applicant must: pass pre-offer and post-offer staff screening processes,
including references, criminal background and sex-offender registry checks, and other screening checks and safety
certificates deemed appropriate. Revised: September 2026



