
To apply for this position please submit an application to: jobs@kidsquestmuseum.org  

Faxed or Mailed applications are also accepted.  No phone calls please. 

 

To download your application and find out more, please visit kidsquestmuseum.org  

 

KidsQuest Children’s Museum is an equal opportunity employer and committed to workforce diversity. 

Our mission is to create learning through the power of play and exploration that connects children to their communities and the world. 

 PARTY & EVENT SUPERVISOR  
KQCM seeks a positive, team-oriented leader with  

a passion for service and life-long learning 
 

 

Job status:    Part-Time, hourly  

Position reports to:   Visitor Experience Manager 

Current salary:   $15.00-$18.00 / hr DOE 

Required Work week: Fridays – Mondays, varying on-site shifts. Wednesdays, remote email correspondence.  

 

The Party & Event Supervisor is responsible for consistently upholding the high standards of all KidsQuest parties by 

supervising Visitor Experience Guides when they are hosting parties, taking reservations, and handling all party related 

concerns using exemplary customer service. The Party & Event Supervisor will serve as a liaison between the Visitor 

Experience Manager and VEGs, make managerial decisions regarding parties, and support VEGs in their role as a host.  This 

position must exhibit patience, excellent communication, leadership, adaptability, multitasking, and organizational skills.  

 

The Party & Event Supervisor is responsible for the supervision of the Visitor Experience Guide staff on duty which, in addition 

to completing daily tasks, often includes training, giving feedback, constructive criticism, and discipline.  

 

Experience and Qualifications 

 Must be at least 18 years of age 

 Minimum one year high-volume customer service environment required 

 Ability to access internet remotely on a PC required  

 Experience working with children preferred 

 Experience managing and training a team of 2 or more preferred 

 Friendly, outgoing personality and must enjoy working with children and families  

 Thrive on working in a fast-paced environment with a wide variety of job responsibilities and demands 

 Demonstrated ability to communicate and relate effectively to a wide variety of individuals 

 Able to work both independently and in cross-functional teams to solve problems creatively 

 Proficiency in Microsoft Office Platform  

 Ability to stand for extended periods of time, lift from ground to above shoulder, climb stairs and ladders, bend, 

stoop, sit, push, pull and perform tasks requiring manual dexterity 

 

 

Responsibilities and Duties:  

 Greet all visitors and respond to their needs in a positive way 

 Effectively collaborate with Visitor Experience Manager 

 Respond to reservation inquiries via phone and email in a timely manner 

 Respond to reservation emails remotely on Wednesdays 

 Manage, stock, and order all party supplies 

 Oversee all weekend party operations and ensure procedures are being followed  

 Serve as the primary contact for any issues that may arise during a party. Must make quick decisions to positively 

resolve the issues and communicate those effectively with customers and staff alike. 

 Lead by example and support VEGs as needed to set them up for success 

 Oversee and assist with all party room flips 

 Take party reservations and register patrons for programs 

 Be knowledgeable of best practices and emergency plans 

 Facilitate birthday parties, educational events, and special events as needed 

 Train new hires in accordance with training materials 

 Assist at the admissions desk as needed, particularly with party guest check-in  

 Keep group gathering area and classroom spaces in optimal condition 

 Perform other related duties as assigned 
 

 

In order to serve the best interest of museum patrons, KQCM will: 

 conduct a criminal background check on all prospective employees 

 require proof of immunizations within thirty days of employment 

 require certification in Adult, Child, and Infant CPR, First Aid, and AED 


