Crea ve Arts Workshop
Visitor Services Assistant
Job Pos ng

Crea ve Arts Workshop (CAW) is seeking dependable, qualiﬁed candidates for a visitor services
assistant. This is a part- me, onsite only, posi on with day me, evening, and weekend shi s
available. In addi on to providing services for our visitors—the ﬁrst face and ﬁrst voice that a
student, visitor, donor, or board member encounters—other tasks, responsibili es, and special
projects may be assigned.
Examples of key ac vi es include, but are not limited to:
● Gree ng visitors
● Answering and rou ng incoming phone calls
● Direc ng students to classrooms as necessary, helping parents meet up with their
children.
● Opening/closing the building (shi dependent)
● Providing informa on on exhibi ons in our galleries, tallying visitor counts
● Suppor ng exhibi on and public programs events (recep ons, ar st talks etc).
● Serve as back-up staﬀ for processing class registra ons and other administra ve tasks
Skills and Qualiﬁca ons
You will be joining a small team. We value posi ve, produc ve, and team-oriented employees.
This is a posi on with a high level of responsibility and discre on. The organiza on will train you
on our systems as needed, but basic oﬃce skills/experience is preferred.
Since much of this posi on works with the public, you must enjoy working with people and
being responsive to their inquiries, have pa ence and posi ve problem solving skills, and be a
good ambassador for the organiza on. You must be able to juggle mul ple projects to a
professional standard, on me and with a high level of accuracy. You should be discrete,
responsible, and highly organized. You will be detail oriented but also be able to see and
understand the bigger picture or context.
Candidates should have a solid familiarity with oﬃce applica ons (MS Word, Excel), and/or
Google/G Suite applica ons (Docs, sheets, forms) & Zoom is essen al. These applica ons are
frequently used in this posi on.
Preferred but not required: bilingual in Spanish and English
Compensa on
$15.00 an hour
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To apply
Please send a resume and le er of interest to administra on@crea veartsworkshop.org
Interviews will begin immediately and con nue un l the posi on is ﬁlled.
About Crea ve Arts Workshop
Crea ve Arts Workshop is a nonproﬁt regional center for crea vity that has served the Greater
New Haven area since 1961. As an anchor ins tu on located in the heart of the award-winning
Audubon Arts District, CAW oﬀers a wide range of visual arts classes and engagement in
crea vity in its own three-story building with fully-equipped studios in eight disciplines, and an
ac ve exhibi on and public programming schedule.
More than 1,800 adults and young people enroll annually in the more than 400 courses oﬀered
by Crea ve Arts Workshop, while over 1000 visitors enjoy the free exhibi ons and public
programs in its des na on galleries year round. CAW’s classes are open to students of all ages
and levels of experience. CAW is supported by tui on fees, sponsorship, contribu ons from
individuals, charitable founda ons, public funding, memberships, and from special events and
sales.
Commitment to Equity and Inclusion
Crea ve Arts Workshop values diversity, inclusion, and equity at all levels of its organiza on,
including its Board, commi ees, and staﬀ. Diversity in this context refers to groups and
individuals iden ﬁed by, for instance, race, color, sex, gender, sexual orienta on, age, disability
status, religion, na onal origin, marital or partnership status, ancestry, poli cal belief or ac vity,
or status as a veteran. To foster the values of equity and inclusion, CAW seeks par cipa on of its
Board, commi ees, and staﬀ, and from individuals who share and hold these values and reﬂect
the diversity of the New Haven region, with a focus on majority African, La na/o/x, Asian, Arab,
and Na ve American (ALAANA) par cipa on and disability representa on.
Candidates are encouraged to visit CAW’s website at crea veartsworkshop.org to familiarize
themselves with our work.
Addi onal Informa on
COVID-19 -- The safety and wellbeing of everyone who comes to CAW is our number one
priority. CAW is taking all necessary precau ons to safeguard the health and wellbeing of all
staﬀ, instructors, board, students, and visitors. New staﬀ will be given PPE and trained in all
protocols and procedures in place to address pandemic-related issues.
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