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Private Event Volunteer Job Description 

The Private Event Volunteer plays a crucial role in ensuring the success of private events 
and rentals at our site. Volunteers in this role help create a seamless and enjoyable 
experience for all attendees, including event setup and teardown. 

 Duties: 

• Assist with the physical setup of event spaces, including arranging tables, chairs, 
signage, and decorations 

• Help with the setup of audiovisual equipment and other technical requirements 
• Greet guests as they arrive and provide directions to various event locations within 

the museum 
• Help manage the flow of guests to prevent congestion in high-traffic areas 
• Keep an eye on event proceedings to ensure everything runs smoothly 
• Report any issues or emergencies to museum staff promptly 
• Assist with the enforcement of safety protocols and emergency procedures 
• Assist with the breakdown of event setups, including tables and chairs 
• Help clean and reset event spaces, and ensure all items are properly stored and 

accounted for 
• Provide input and suggestions for improving future events based on observations 

and guest feedback 
• Other duties as assigned 

Requirements: 

• Experience in event execution or willingness to learn 
• Strong interpersonal and communication skills 
• Ability to work effectively as part of a team 
• Physical stamina to handle setup, teardown, and extended periods of activity 
• Reliability, punctuality, and commitment to scheduled shifts 
• Ability to stand or sit for extended periods 
• Pass a background check 

Benefits of volunteering: 

• Gain experience in event planning and execution 
• Develop skills in customer service, teamwork, and problem-solving 

http://charlottemuseum.org/
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• Enjoy the opportunity to be part of exciting and unique museum events 
• Contribute to the success of the museum and its community programs 
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