
 

 

Visitor Experience and Operations Manager Position 

 

Company overview 

The Mary Todd Lincoln House is a nonprofit, educational institution located in downtown Lexington, Kentucky. 

The museum is the childhood home of the first lady and wife of 16th President Abraham Lincoln. Opened in 

1977, the museum is the first historic site restored for a first lady. Currently, the Mary Todd Lincoln House is in 

an exciting period of transition from a traditional, guided tour to a hybrid of guided and self-guided visitor 

experiences. The museum’s mission is to cultivate interest in the multilayered past by sharing the story of a 

woman whose experiences resonate today. 

 

Position summary 

The Mary Todd Lincoln House seeks an enthusiastic and dedicated individual to serve as Visitor Experience and 

Operations Manager. The principal responsibility of this position will be ensuring excellent visitor experiences. 

Primary duties will include training and supervising front-line staff, facilities management, and active 

participation in leadership team collaborative projects such as the museum’s transition to hybrid visitor 

experiences.  As a member of the four-person leadership team, the Operations Manager will also assist with 

institutional planning, fundraising, and marketing, and participate in other museum-wide activities, such as 

programs and special events. 

 

Personality 

The ideal candidate will be a forward-thinking professional who values all visitors and staff and enjoys a high 

degree of collaboration with colleagues. This individual must be a dependable and organized problem-solver, a 

thoughtful and articulate communicator, and an enthusiastic life-long learner. 

 

Primary responsibilities 

Manage the day-to-day operation of the museum, including supervising the front-line staff who process 

admissions, give tours, answer visitor questions, and clerk in the museum store. 

Develop proficiency in the content and collections that form the basis of the museum’s interpretation. 

Participate with Executive Director in hiring front-line staff. 

Coordinate orientation and basic training program for front-line staff and conduct ongoing evaluations. 

Schedule staff for day-to-day operations and special tours and events. 

Schedule and oversee group tours. 



Handle customer interactions in person, via phone, and via email. 

Participate in projects focused on improving the on-site experience for all audiences. 

Participate in tours, programs, and events when needed. 

Oversee the maintenance of facilities and grounds, including housekeeping, landscaping, pest control, HVAC, 

and routine repairs. 

Serve as primary contact person for security alarms. 

 

Secondary responsibilities 

Participate in planning and executing museum-wide initiatives 

Assist other team members in their primary duties of development, marketing, collections management, and 

programming.  

Keep current on trends and best practices in the museum field. 

 

Job requirements 

Passion for public and women’s history required 

B.A. degree required, with history focus preferred 

M.A. degree in public history or museum studies preferred 

Minimum three years work experience in a museum or other cultural institution required 

Experience supervising staff or volunteers preferred 

Experience in leading tours or other programs preferred 

Computer literacy required, including knowledge of or ability to learn Microsoft Office, Word, Excel, 

SquareSpace, and the museum’s ticketing and collections software 

Ability to lift up to 30 pounds and climb three flights of stairs 

 

Additional information 

Salary range: $36,000-$43,000 with full health insurance (employee only) and $70 monthly phone stipend 

Benefits include 11 days holiday leave, 12 days annual leave in first year, sick leave, bereavement leave, and paid 

professional development 

Work environment: 37.5-hour work week, Monday-Friday, with occasional evening and weekend work. 

Administrative offices are on the third floor and office space is shared. 

 

To apply, please submit a resume and letter of interest to director@mtlhouse.org by January 3, 2022. 

mailto:director@mtlhouse.org

