
 
2024 

JOB OFFER 
Reception and Shop Coordination 

Permanent, Full-time 
 

Pointe-du-Buisson, Musée québécois d’archéologie pursues a large mission.  It is a location of discovery, 
reference and vibrant exchanges that allows the advancement of scientific knowledge, especially 
archaeology.  Members of the team are all united by the passion that fuels them.  These women and men all 
share values of authenticity, excellence, professionalism, work ethic, scientific rigor as they all work together 
towards the goals of the institution.   
 

The Museum is looking for a Reception and Shop Coordination, 
so if you feel like it, join the team. 

 

Under the authority of general management, the person who will coordinate the reception and the 

store will have the following main responsibilities : 

Assume tasks related to reception and customer service; 
Carry out the sale and collection of entrance fees; 
Check and control access titles; 
Ensure the good presentation and cleanliness of the reception and shop area; 
Ensure surveillance of the reception and shop area; 
Manage the store (purchasing, marketing, inventory management, sales, cash register, etc.); 
Promote the store's products (souvenirs, gifts and volumes); 
Ensure the implementation of products; 
Provide information on products and services in the region; 
Answer phone calls and take group reservations; 
Carry out reservation follow-ups and invoicing; 
Manage the list of members and the issuance of membership cards; 
Welcome visitors (school groups, groups and the general public) in a personalized manner; 
Prepare and make bank deposits; 
Keep the register of statistics, the origin of customers as well as the daily sales report; 
Promote the institution and encourage customers to participate in activities; 
Inform visitors about the different exhibitions and guided tours; 
Collaborate and participate in the realization of certain cultural activities; 
Ensure, where applicable, the security of collections; 
See to the observation and application of the rules and procedures of the institution; 
Perform all other related tasks related to the job. 
 
Skills and qualifications 
The chosen person will demonstrate qualities of communication, interpersonal skills, team spirit, creativity and 

dynamism. Bilingualism and experience related to sales assets. 

 

Work Conditions 
The function requires working on the weekends. Regular work schedule is 32.5 hours / week. 

 
 

If you are interested in applying, send a letter of application and resume by Friday March 29th 2024, 16:30 
addressed to Mrs. Geneviève Dubé: direction@pointedubuisson.com 


