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Museum Hours 
 

Monday* | 10:00am to 5:00pm 

Tuesday | 10:00am to 5:00pm 

Wednesday | 10:00am to 5:00pm 

Thursday | 10:00am to 5:00pm 

Friday | 10:00am to 5:00pm 

Saturday | 10:00am to 5:00pm 

Sunday | 1:00pm to 5:00pm 

 

We are closed on national holidays to allow 

our hard-working staff to celebrate with 

their families. These include: Memorial Day, 

Independence Day, Labor Day, Thanksgiving 

Day, Christmas Day and New Year’s Day. 

 
*Closed on Monday from Labor Day to Memorial Day 

______________________________________________________________________________ 
 

Volunteer Portal 
SMWVvolunteers.org 

 

The Volunteer Portal gives access to Virtual Orientation & Training, Shift Sign Up, and other 

volunteer resources. 
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Mission & History 
Our Mission: to make science and technology accessible to all people by being an outstanding 

regional institution that ignites and nurtures life-long learning.  
 

In January of 1970, the Science Museum of Western Virginia became the first science museum 

in the Commonwealth of Virginia. It was chartered by a group of local teachers and volunteers 

who identified the need for an informal education facility to help students learn about science 

away from the structured setting of the school classroom. Local school principals permitted 

their teachers paid release time to develop curriculum materials that incorporated museum 

exhibits and programs into the schools’ classroom instruction. 

Initially, the museum was located in a 400 square-foot space and was only available to local 

students and teachers. Over the next decade, the science museum relocated several times to 

larger locations and sustained the continual increase in the number and quality of its exhibits. 

Today, the Science Museum of Western Virginia resides in a 50,000 square-foot space in the 

heart of Downtown Roanoke, following a $27 million renovation, and is open for all to enjoy. 

Whilst the physical features of the museum have evolved dramatically over this time, the 

mission of the original founders remains unchanged!  

Museum Leadership 

 
Our Fearless Leader ______________________________________________________________________________ 
 

Executive Director: Rachel Hopkins 

rhopkins@smwv.org | 540.342.1202 

 

 
Development ______________________________________________________________________________ 
 

Director of Philanthropy: Mary Roberts-Baako 

mrobertsbaako@smwv.org | 540.342.5703 

 

Director of Marketing: Koren Smith 

ksmith@smwv.org | 540.342.5769 

 

Community Liaison & Program Officer: Alif Hill 

ahill@smwv.org | 540.342.5727 
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 Education ______________________________________________________________________________ 
 

Director of Education: Hayley Klenke 

hklenke@smwv.org | 540.342.5722 

 

Scheduler: Caitlyn Landreneau 

clandreneau@smwv.org | 540.342.5721 

 

 
Visitor Services ______________________________________________________________________________ 
 

Manager of Visitor Services: Mae Early Wilmer 

mwilmer@smwv.org | 540.342.5718 

 

Assistant Manager of Visitor Services: Rebecca Dudley 

rdudley@smwv.org | 540.342.5710 

 

 
Living Collections ______________________________________________________________________________ 
 

Director of Living Collections: Guy Byrd 

gbyrd@smwv.org | 540.342.5774 

 

 
Exhibit Maintenance ______________________________________________________________________________ 
 

Exhibit Technician: Mark Hodges 

mhodges@smwv.org | 540.342.5774 
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Introduction to Volunteering 
 

The Science Museum of Western Virginia sees over 

90,000 students, patrons, and visitors a year. We believe 

in empowering our community through experiential 

learning and simply put, cannot achieve our mission 

without the support of our incredible volunteers! 

Volunteers are an essential part of our work-force and 

allow us to continue our mission:  provide a public 

platform for local research and innovation to spark a 

curiosity in visitors and encourage the continued pursuit 

of knowledge.  

From performing docent work, such as greeting guests, 

answering questions and maintaining the organization of 

the museum floors, to working with our horseshoe crabs or assisting with summer camps, we have 

volunteer opportunities for all types of interests and skills. You are always able to find a role that suits 

you here at the Science Museum of Western Virginia! You will find a detailed list of our volunteer 

positions and the requirements of each role on page 7.  

Volunteer Incentives 
We love to appreciate our volunteers! As a thank you, we provide the following incentives. 

 

● Free parking in the Center in the Square garage during volunteer hours 

● Flexible scheduling and duties to best suit the individual 

● 2 free admission tickets after the first 10 hours of volunteering 

● Free Tornado Membership (for one year) after 50 hours of volunteering 

● Free Passport Membership (for one year) after 100 hours of volunteering 

● Invitation to our yearly Volunteer Appreciation Celebration 

 

Volunteer Requirements 
Volunteers must be at least 14 years of age, although some roles require a minimum age of 18. A 

Liability Waiver must be signed and an adult Background Check must be completed, prior to 

volunteering at the museum (for more information on this, please go to page 12). Volunteers must also 

agree to uphold the mission of the Science Museum and complete the full Virtual Orientation.  

 

Virtual Orientation 

Virtual Orientation is required of all volunteers. It can be accessed through the Volunteer Portal. It 

includes a general orientation video and follow-up quiz. Volunteers must then complete the virtual 

training for each position they intend to fill. These trainings include 5 to 15-minute long videos and short 
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quizzes to test the comprehension of the volunteer. Several volunteer positions require on-site training, 

which can be completed during a volunteer’s scheduled shifts. All Virtual Orientation aspects must be 

satisfied before a volunteer can serve in the museum.  

 

Scheduling 
Scheduling is completed through the Volunteer Portal and the Hands on Blue Ridge volunteer scheduling 

platform. In the Virtual Portal, volunteers can find direct links to the shifts they intend to register for. 

Scheduling requires volunteer registration in the Hands On Blue Ridge system.  

 

Guidelines for Scheduling Volunteers: 

 

● Volunteers should schedule themselves for no more than 2 weeks at a time.  

● It is recommended that volunteers sign up the Sunday before their intended shifts. This gives 

our Volunteer Coordinator time to reach out to volunteers and staff to fill gaps in the schedule. 

○ However, we still encourage last minute sign ups if there are shifts unsatisfied. 

● Volunteers interested in the same schedule each week should communicate with the Volunteer 

Coordinator, so we can block off registration for those shifts.  

● If a volunteer requires scheduling different than what is available online, they can 

communicate their needs with the Volunteer Coordinator.  

 

Goals of Volunteer Program 
 
Enhance Volunteer Engagement 

By creating an intricate and robust program that relies on the interests and skills of our volunteers, we 

aim to enhance their engagement with the museum. This includes offering various positions across the 

departments of the museum, including leadership positions. 

 

Increase Volunteer Acquisition and Retention Rate 

Through the creation of a Volunteer Portal that is easy to use, a Virtual Orientation process, and online 

scheduling, volunteers will feel confident in our organization and willing to participate in service-work. 

This allows for clear and concise procedures and limits confusion and unpreparedness.  

 

Improve Volunteer Satisfaction 

By listening to the suggestions of volunteers, documenting the skills and interests of each volunteer, 

offering opportunities for evaluation, and creating a clear and accessible program, we can improve the 

satisfaction of our volunteers.  

 

Improve Communications Between our Organization and Volunteers 

We believe communication is imperative to a successful organization. By giving volunteers access to 

museum leadership, a volunteer coordinator to communicate their concerns and questions to, and the 
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Volunteer Portal, museum volunteers can be assured they are receiving necessary information and have 

the ability to seek help when needed.  

 

Develop Volunteer Outreach Initiatives 

By researching volunteer grants, targeting unique demographics most likely to volunteer with our 

organization, and creating relationships with other area businesses and institutions, we can achieve 

engaged outreach. We will utilize outreach options such as tabling at secondary and collegiate 

campuses,  presenting at businesses on service opportunities, and marketing through social media.  

 

Create Meaningful Relations with Members of Our Community 

We value connection and believe that rewarding relationships with community members will increase 

involvement, including financial contributions. By creating a positive and inspiring environment for 

volunteers, we can develop strong relationships with community members. Our volunteer incentives 

program will help to assure this goal is met, including a yearly celebration for museum volunteers. 

 

Expectations of Volunteers 
 

Show Up & Be on time 

Volunteers hold crucial roles in the museum, and timeliness matters! When a volunteer is late, 

oftentimes, a busy staff member has to leave their responsibilities to cover the volunteer’s. 

When a volunteer signs up for a shift, we are depending on him/her, so if a volunteer misses a 

shift, it hurts the museum and our team members.  

 

Show Respect & Be Kind 

We pride ourselves on having a diverse group of staff and volunteers, but even in our 

differences, respect is always a priority.  When it comes to our patrons, we serve our entire 

community, and it is absolutely imperative that each and every guest who walks through our 

doors is treated respectfully and with kindness.  

 

Make Positive Impressions 

Through a positive attitude and appropriate dress, volunteers should make patrons feel 

comfortable and welcome. It is important we act professional in our interactions, to encourage 

confidence in our staff and volunteers.  

 

Follow Instructions & Ask Questions 

It is  important that volunteers follow the policies learned in training and the guidance of their 

volunteer manager or director. We encourage questions, because we hope each volunteer will 

find an opportunity to learn through their service! 
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Have Fun! 

Having fun is an important aspect of volunteer work. We want all our staff and volunteers to 

enjoy what they are doing, so they continue serving their community and museum patrons! 

When volunteers are having fun, it inspires a positive environment for others.  

 

Volunteer Roles & Positions 

 

Group Volunteering 

We love to accommodate groups interested in volunteering with us. For groups, please contact us, and 

we will facilitate a project that aligns with the group’s interests and skills.  
 
Exhibit Attendant/Docent 

Work with guests and assist them in their interactions with exhibits, answer patron questions, act as a 

greeter, maintain cleanliness of museum areas, and communicate with museum staff about issues with 

exhibits.  

 

In this role, we look for volunteers who are excited to learn about our different exhibits, anxious to 

engage patrons - including children, and willing to find answers to the varying questions museum guests 

may have.  

 

Personality: social, curious, and helpful 

Physical Needs: requires consistent movement around the entire museum 

Age Requirement: must be at least 16 years old to hold this position 

Recurring Position 

 

Touch Tank Attendant 

Host the Touch Tank. Educate guests, 

including school groups, on the different 

species represented (including horseshoe 

crabs), while handling the animals and 

protecting them during guest interactions. 

Training is provided to assure all 

attendants comply with animal care 

procedures.  

 

In this role, we look for volunteers who are 

interested in horseshoe crabs, sea stars, 

and the other types of animals located in 

our Touch Tank, and who are happy to 

educate others on their knowledge of 
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these wonderful creatures. There is a significant amount of downtime in this role, when guests are not 

at the exhibit. It is important to be comfortable with periods of low-stimulation, but also be confident 

when dealing with large groups of school children.  

 

Personality: amicable, confident, careful, and patient 

Physical Needs: requires standing when interacting with guests and animals, with the ability to sit during 

down times 

Age Requirement: must be at least 16 years old to hold this position 

Recurring Position 

 

Clean and Organize 

Assist with various organizational projects and routine cleaning of the museum's spaces. This position 

can include everyday cleaning needs, to large project-based tasks, such as cleaning and organizing large 

storage areas.  

 

In this role, we look for volunteers who enjoy cleaning and organizing and have an attention to detail.  

 

Personality: tidy, resourceful, and independent 

Physical Needs: requires standing, lifting, and bending for the duration of a shit 

Age Requirement: must be at least 14 years old to hold this position 

Recurring or Non-Recurring Position 
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Special Events Attendant 

Help execute various types of museum-sponsored events. This can include tasks such as running the box 

office, setting up and breaking down for the event, or greeting event guests.  

 

In this role, we look for volunteers who 1) enjoy the physical aspect of setting up and breaking down 

heavy tables, decor, and other logistical requirements for events, 2) enjoy welcoming guests and are 

comfortable working with an app-based box office program, or 3) find excitement in high social 

situations and enjoy being helpful in various ways. 

 

Set-up & Breakdown 

Personality: resourceful and hard working 

Physical Needs: requires lifting and moving heavy objects, repeated bending, and is fast-paced 

Age Requirement: must be at least 18 years old to hold this position 

Non-Recurring Position 

 

Box Office 

Personality: positive, social, and communicative 

Physical Needs: requires low physical activity, can sit or stand for shift 

Age Requirement: must be at least 16 years old to hold this position 

Non-Recurring Position 

 

Greeter & Helper 

Personality: welcoming, versatile, enthusiastic 

Physical Needs: requires movement through the museum floor for duration of shift 

Age Requirement: must be at least 16 years old to hold this position 

Non-Recurring Position 

 

 

Office Assistant 

Help with administrative tasks for museum leadership. Tasks for this 

role will be assigned based on a volunteer's experience. Office 

Assistants may help with filing paperwork, making membership 

packets, inputting data into a computer program, working on 

promotional materials and social media, and other various forms of 

administrative tasks that may be assigned by department heads.  

 

Personality: diligent, focused, careful 

Physical Needs: requires low physical activity, mostly seated in an 

office setting 

Age Requirement: must be at least 18 years old to hold this position 

Recurring or Non-Recurring Position 
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Summer Camp Assistant Counselor 

Assist educators in facilitating Summer Camp programming (June - August). Volunteers will work directly 

with groups of children from preschool to middle school ages. They will provide program support to 

Summer Camp Educators and assist in ensuring the children’s safety. Summer Camps take place both in 

the museum and offsite at other locations, including outdoor areas and other educational facilities.  

 

In this role, we look for volunteers who have a strong passion for working with children and for 

education. This is an excellent option for those who are interested in gaining childcare and educator 

experience.  

 

Personality: compassionate, imaginative, and enthusiastic 

Physical Needs: requires moderate to high levels of physical activity, must be able to keep up with small 

children 

Age Requirement: must be at least 16 years old to hold this position 

Recurring or Non-Recurring 

 

Front Desk Attendant 

Help our Visitor Services 

Associates run the front desk 

by responding to patrons’ 

questions, answering phones, 

running the Rock Sluice, and 

selling admissions and gift shop 

items. Volunteers at our front 

desk are the first faces patrons 

see when entering the 

museum. They will work with 

the Visitor Services team to 

provide each museum patron 

with the utmost standards in 

customer service.  

 

In this role, we look for volunteers who love interacting with the public, are comfortable helping to 

boost sales in our gift shop and in memberships, and want to learn about the inner workings of a 

museum.  

 

Personality: bright, quick-witted, and social 

Physical Needs: requires low to moderate levels of physical activity, seating is available for this role 

Age Requirement: must be at least 18 years old to hold this position 

Recurring 
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Creative Contributor 

Help museum staff with various artistic needs. Being a creative position, there are endless possibilities in 

this role. Typically, volunteers acting as creative contributors will work directly with a department head 

or our Executive Director to help facilitate everything from museum decor, exhibit creation, graphic 

design, photography, signage, and so much more. There is opportunity to be project-based in this role or 

volunteer on a regular basis to meet the museum’s various artistic needs.  

 

In this role, we look for volunteers who are driven by a creative eye and are able to reflect the museum’s 

vision into creative content.  

 

Personality: creative, intuitive, and independent 

Physical Needs: physical activity requirements vary by creative roles 

Age Requirement: must be at least 16 years old to hold this position 

Recurring or Non-Recurring 

 

Handy Human  

Assist in basic maintenance of the museum and its exhibits. This can include painting and minor repairs 

to museum structures, as well as working with our Exhibit Technician to create or repair exhibits.  

 

In this role, we look for volunteers who have maintenance experience and are comfortable working on a 

task without constant supervision.  

 

Personality: diligent, resourceful, and dependable 

Physical Needs: medium to excessive physical activity is required for this role, this is a very active 

position 

Age Requirement: must be at least 18 years old to hold this position 

Recurring or Non-Recurring 

 

Green Thumb Gardener  

Work in our beautiful Hidden Garden. Care and nurture the many plant species in our indoor garden and 

help maintain its cleanliness and appearance.  

 

In this role, we look for volunteers who are passionate about sustainable gardening and plant life. This is 

a great role for volunteers who want an opportunity to garden year around or are interested in learning 

more about horticulture.  

 

Personality: caring, observant, easy-going 

Physical Needs: medium physical activity is required for this role 

Age Requirement: must be at least 14 years old to hold this position 

Recurring 
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Other Volunteer Positions 

People come with all kinds of interests, backgrounds, and personalities, which means that not every role 

here may fit the needs of our volunteers. If you have other ideas of how you can best contribute to the 

museum through volunteering, let us know! We will do our best to find a place for you.  

 

Background Checks & Liability Waivers 
 

We use Good Hire to process all volunteer Background Checks, and don’t worry, we pay all related costs. 

Once you have finalized an application, you will receive an email from Good Hire prompting you to 

complete their process for a Background Check. The following are the searches run: sex offender registry 

search, social security number trace, and national criminal database search. The Science Museum of 

Western Virginia does not obtain the information necessary to complete these searches. However, Good 

Hire is used to process your information and provide us the results. All results are kept confidential. 

 

Each Background Check we run cost $15. If you would like to donate the cost of this expense, please 

do so at our Front Desk.  
 

All volunteers are required to sign a liability waiver, releasing the Science Museum of Western Virginia 

and Center in the Square of any damages that may be a result of volunteer service for the museum. This 

waiver also acts as a photograph release. Prior to volunteering in any capacity with the museum, the 

Liability Waiver is required.  

 

The Liability Waiver can be found online in our Volunteer Portal or in the museum at the Volunteer 

Station. Upon request, one can be emailed to any current or potential volunteer.  

 

Corporate Volunteer Grants 
Many corporations and large businesses offer grants to the non-profits their employees volunteer for. 

We encourage our volunteers to check with their employers to learn about service-based grant 

programs. We are here to assist in this process and encourage communication with our Volunteer 

Coordinator to assure the proper steps are taken for the museum to receive these grants. Below, is a list 

of several organizations that offer Volunteer Grants in our area: 

- Walmart 

- Kohl’s 

- Allstate 

- Exxon 

- Verizon 

It is recommended volunteers reach out to employers, however, we can provide information on those 

programs listed above.  

Science Museum of Western Virginia page | 12 


