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MUSEUM GUIDE

G3EITX

DESCRIPTION OF OCCUPATIONAL WORK

This class series uses one leve in the Adminidrative Services and Related Occupationd Group and
describes guiding vigtors through dtate historical facilitiess  Work includes scheduling and  conducting
tours of facilities and providing information to visitors and answering questions about the Site.

CONCEPT OF CLASS

This dass dexribes the fully-operationd museum guide.  Work includes scheduling and conducting
tours explaning higoricd information and dte interpretaions and answering questions from vistors,
preparing the dte for tours by deectivating aarms and unlocking doors, rasing shades, vacuuming
carpets, and duging display cases, answering telephones and directing vistors, and, collecting
admissons fees and keeping records of the number of vistors Pogtions assure facility security by
obsarving vidtors, activating dams, locking doors, and reporting theft or vanddism to security. Some
positions are respongible for recruiting, training, scheduling, and evauating the work of volunteers.

FACTORS
Allocation must be based on meeting all of the four factors as described below.

Decision Making -- The decisons regulaly made are a the defined level, as described here. Within
limits prescribed by the operation, choices involve sdecting dterndives that affect the manner and
gpeed with which tasks are carried out. These choices do not affect the standards or results of the
operation itsdf because there is typicaly only one correct way to carry out the operation. For example,
within established tour procedures, postions determine how often to schedule tours based on the number
of vigtors. These dterndives include independent choice of such things as priority and persond
preference for organizing and processing the work, proper tools or equipment, speed, and appropriate s
teps in the operation to gpply. For example, positions choose how much nformeation to provide during a
tour based on the general age and size of the group. By nature, the data needed to make decisons can be
numerous but are cler and understandable so logic is needed to apply the prescribed aternative.
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Pogdtions use logic when deciding how to accommodeate vidtor tours when a scheduled guide is
unavailable and apply appropriate adternatives such as shortened or partia tours. Postions can be taught
what to do to cary out assgnments and any devidion in the manner in which the work is performed
does not change the end result of the operation.

Complexity -- The nature of, and need for, analyss and judgment is prescribed, as described here.
Pogtions gpply established, standard tour, public relations, and scheduling guiddines which cover work
dtudtions and dterndtives.  Action taken is based on learned, specific guiddines that permit little
devidion or change as the task is repested. For example, postions in this class follow guiddines in
preparing the dte for tours, conducting tours, scheduling volunteers, and completing paperwork.  Any
dternatives to choose from are clearly right or wrong at each step. For example, if procedure is not
followed when opening or closng the ste, darms may be triggered or the building may be open to
vanddiam.

Purpose of Contact -- Regular work contacts with others outsde the supervisory chain, regardiess of
the method of communication, are for the purpose of exchanging or collecting informaion with
contacts.  This involves giving learned information that is readily understandable by the recipient or
collecting factud information in order to solve factud problems, errors, or complaints.  Pogtions
explain factud information and provide interpretations of the dte's higory, artifacts, and collections to
vigtors. Pogtions may collect information and ories related to the dte from vistors for use in future
tour discussons.

Lineg/Staff Authority -- The direct fidd of influence the work of a position has on the organization is as
an individua contributor. The individud contributor may explain work processes and train others. The
individua contributor may serve as a resource or guide by advisng others on how to use processes
within a sysem or as a member of a collaborative problemsolving teem.  This levd may indude
postions performing supervisory dements that do not fully meet the criteria for the next levd in this
factor.

ENTRANCE REQUIREMENTS

Minimum entry requirements and generd competencies for classes in this series are contained in the
State of Colorado Department of Personnel web sSite.

For purposes of the Americans with Disabilities Act, the essentid functions of specific podtions are
identified in the position description questionnaires and job analyses.

CLASS SERIESHISTORY

Effective Date 9/1/93 (LLB). Job Evauation System Revision Project. Published as proposed 5/17/93.
Revised 7/1/81. Change in grade and relationship.

Created 7/1/79. Museum Assistant A (A2028X) and Museum Assistant B (A2029X).
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SUMMARY OF FACTOR RATINGS

ClassLevel Decision Making

Complexity

Purpose of Contact

Line/Staff Authority

Museum Guide Defined

Prescribed

Exchange

Indiv. Contributor

ISSUING AUTHORITY: Colorado Department of Personnel/General Support Services




