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Cultural Attractions - Chief Operating Officer
Company Name: [INSERT COMPANY NAME HERE]
Department: Executive
Reports to: Chief Executive Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a COO to run the site day to day. You oversee guest services, education, events, facilities, security, and HR, and you plan staffing around attendance. When the weather turns or a crowd builds, you make the call on closures and capacity so guests, staff, and [animals or collections] stay safe.
2. Essential Duties and Responsibilities
1. Lead guest services, education, events, facilities, security, and HR, and set each area's goals and budget.
1. Build the attendance forecast with marketing and finance, and staff each department to it by season.
1. Get the site ready for opening day and peak season: seasonal staff hired and trained, repairs done, supplies stocked.
1. Own the emergency plan and drills for severe weather, lost children, evacuation, and [animal escape or collection emergency] codes.
1. Decide on weather closures, delayed openings, and capacity limits, and get the word to staff, guests, and ticket holders.
1. Set capital project priorities with the CFO, and hold the Facilities Manager to each project's budget, schedule and guest safety plan.
1. Track injuries, guest complaints, and insurance claims, and fix what causes them.
3. Key Tasks / Daily Activities
1. Check the day's attendance forecast, weather, school groups, and events, and confirm staffing in each area.
1. Walk the site with the Facilities Manager to spot hazards, closed exhibits, and crowd problems.
1. Meet with managers about staffing gaps, broken equipment, complaints, or incidents.
1. Approve schedules, purchases, and overtime within department budgets.
1. Settle guest or staff issues that a manager could not resolve.
4. Key Performance Indicators (KPIs)
1. Attendance against forecast: [your target].
1. Overall guest experience rating: [your target].
1. Seasonal positions filled before opening day: [your target].
1. Guest and staff injury incidents: [your target].
1. Operating spending against budget: [your target].
5. Required Qualifications and Skills
1. Bachelor's degree in [business, nonprofit management, hospitality, or a related field], or equivalent experience.
1. [7+] years managing operations at an attraction, park, venue, or hospitality business, including [3+] years leading managers.
1. Experience building budgets and staffing plans around seasonal attendance.
1. Has written emergency plans and run drills.
1. Makes clear decisions when weather, crowds, or incidents change the plan.
6. Preferred Experience
1. Has opened a new exhibit, building, or seasonal event to the public.
1. Has managed admissions and point-of-sale systems such as [your ticketing system].
1. Experience managing construction or renovation projects with outside contractors.
1. Knowledge of OSHA rules and workers' compensation claims.
7. Physical Requirements
1. Walk the full site, including outdoor paths, back-of-house areas, and stairs, several times a day.
1. Stay outdoors in heat, cold, and rain during events and weather calls.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Full-time, with weekends, holidays, and peak-season days on site.
1. On call for weather closures, alarms, and serious incidents.
1. Evening hours for rentals, member nights, and [holiday lights or other evening events].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new chief operating officer gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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