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Carnegie Science Center
Internship Program
Customer Service Assistant
Responsible To:   Patti Bernhardy (Operations Coordinator)

           Julie Murphy (Call Center Coordinator)
Task Description:  This position will serve as an assistant in Customer Service, as well as the Call Center to provide exceptional service to those visiting as a group, as well as general public visiting the facility.
Responsibilities:

1) Group Greeting

a. Provide groups with an orientation to the facility

b. Review the schedule for the day with the group

c. Provide groups with rules and guidance for the day

2) Group Lunches

a. Help to coordinate lunch scheduling for the day

b. Assist groups with lunch needs

c. Monitor group lunch areas

3) Group Confirmation

a. Contact groups prior to visit to review reservation 

b. Remind the group leader what they need and can expect upon arrival.

c. Communicate changes to Call Center Coordinator as well as Operations Coordinator
Skills Required:
· Customer Service Skills
· Comfortable in approaching and engaging visitors in conversation
· Ability to communicate and interact with visitors 
· Logical thinking and problem solving
· Ability to work as a team
· Commitment to providing top-notch customer service
· Patience
· Reliable and Punctual
Skills to be Learned:

· Coordinating group visits
· Interdepartmental communication

· Excellence in customer service
Parameters: 
· Interns will not be responsible for administrating first aid
· Interns will not sell tickets or handle money
· Interns will not be responsible for updating accounts
Training Methods:
· Work with Customer Service and Call Center Staff, and veteran Visitor Services Staff 
Time Frame:
· Minimum of 120 hours
· Available to work weekdays
To Apply:  Send a letter of reference from an academic advisor, letter of interest, and a resume, to:

Internship Program
Carnegie Science Center
- OR -

VolunteerPrograms@CarnegieScienceCenter.org

One Allegheny Avenue

Pittsburgh, PA 15212

