
 

Retail and Admissions Specialist  

(Independent Contractor/Consultant) 

 

MONOVA: Museum of North Vancouver is seeking a Retail and Admissions Specialist for a short-

term contract to bring its new Museum Store to life.  Working with the Manager of Business 

Operations and the Guest Services Coordinator, help realize MONOVA’s vision to be an inspirational 

and transformative community hub where the stories of North Vancouver’s people, places and past 

come to life. An exciting period of growth and development will culminate in the opening of a 

16,000 sf museum in The Shipyards District (opening late 2021). With a new facility featuring 

exhibits and programs that focus on the rich and diverse history of North Vancouver, Coast Salish 

stories and belongings and North Van’s natural and recreational tradition, MONOVA requires an 

experienced industry professional to undertake product and software selection and set-up for this 

brand-new cultural attraction. 

Duties: 

 Select merchandise, products, consignment items, and display fixtures that are tied to the 

key themes presented in the Museum; 

 Recommend and implement POS, admissions and online ticketing software, including set-up 

of product codes and inventory; 

 Develop purchasing and consignment policies and procedures; 

 Identify vendors of materials, equipment or supplies; 

 Create merchandising plans and schematics; 

 Write training manuals in collaboration with the Guest Services Coordinator and Manager of 

Business Operations; 

 Assist with hiring process and training Guest Services Representatives; 

Skills and Qualifications: 

 Experience at a senior level in the retail industry 

 Deep knowledge of inventory management and analysis 

 Excellent communication skills, both written and verbal 

 Strong strategic planning, decision-making and time management skills 

 Great interpersonal skills 

 A commitment to learn and apply MONOVA’s vision and principles 

 A dedication to operational efficiency 

 A sense of urgency prioritizing and executing job responsibilities; working under pressure 

 

Please submit a proposal by Friday May 31 to Laurel Lawry, Manager of Business Operations 

lawryl@monova.ca 

Contract term: June to October 2021 
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