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Volunteer Assignment Description 
 
 
Position: Birthday Party Assistant   
 
Location: Waterloo Region Museum 
  
Goal of the Assignment: Working with staff, volunteers enrich children’s birthday 

parties by greeting guests, answering questions, assisting 
with crafts and games, offering directions and providing 
general information. 

 
Assignment Responsibilities: 
 

 Greet and welcome guests to the birthday party. 

 Interact with guests in a positive and engaging manner. 

 Show visitors to the coat and locker storage area.  

 Answer guests’ questions about the museum.  

 Direct questions to a staff member when unsure of the correct response. 

 Ensure visitors follow museum guidelines. 

 Escort group to and from the museum gallery when it is time. 

 Assist party guests with crafts and games as per the party plan. 

 Work as a team member with staff and volunteer. 

 Attend orientation and training sessions. 

 Plan to arrive 15 minutes prior to the shift for sign in and updates. 

 Inform staff if unable to complete the scheduled dates. 
 

Risk Assessment: Medium 
 
Qualifications: 
 

 Welcoming personality and able to actively engage children. 

 Enthusiasm for working with children. 

 Comfortable speaking and presenting in front of small groups of children and 
adults 

 Ability to deal with stressful and demanding situations during special events. 

 Self directed and able to work with minimum supervision. 

 Ability to stand for extended periods of time. 
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Time Commitment: 
 

 Birthday parties are two hours in duration. 

 Birthday parties occur as they are booked and do not follow a regular pattern of 
scheduling. 
 

Training & Support: 
 

 Training will be provided.   

 Staff will provide on site support. 

 Informal feedback is provided on a regular basis by programming staff. 
 

Supervisor:    Kevin Thomas, Specialist, Public Programs 
            Gallery Staff 
 
Benefits: 
 

 Learn valuable work and customer service skills 

 Free admission to the Region of Waterloo Museums 

 Invitations to volunteer appreciation events and exhibit openings 

 On-line volunteer information center for flexible scheduling 
 

Application Process: 
 

1. Complete and return the volunteer application form 
2. Attend an interview 
3. Complete the reference check process 
4. Receive notice of application status 
5. Receive notification of the next steps in the process 

 
 
Contact Person:  Debbie Moxam, Coordinator of Volunteer Services 
 

 
 


